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3 MINUTE 
DEMONSTRATION 


of the All New 
mith-Corona 


OFFICE TYPEWRITER 





1 PAGE GAGE takes the typist when 244” from page NEW! SUPER-SUPPORT SEGMENT 
sesswork out of page end end. Telis and keeps telling has exclusive self-lubricating 
yping. Red signal warns how much space is left. Electro Film finish. 


EW! 10-INCH WRITING LINE NEW! EASIER SERVICING. Re- EXCLUSIVE! AUTOMATIC MARGIN 
Bives greater capacity, types move cover plates for quick sets both margins with one 
" line on 12” paper. access to all working parts. hand in one second. 


. And in 10 minutes your 
Smith-Corona representative can 
tell you the full story. Call him 
now. He's in your phone book. 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory & offices, Toronto, Ontaria. 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons & Carboms. 


THE OFFICE, Magazine of Management, wipment, Methods, August, 1961, Vol. 34. No, 2 Published monthly 

Ses Pubiications Co 270 Madison a New York 16, Y. Acceptance 5 sag 4 section 34.64, P.L.&R., at 

Stroudsburg, Pa., ye Meany 8u bseription $2 per year, PS for 2 years, to U, 8., Possessions, and Canada. 
Elsewhere $3 a year, $5 for 2 years, 25¢ @ copy. 
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How Were Copies Made ? 


aN 
«+» for addressing +++ Up to 180 per minute ++» In black and colors 


‘ 
@eeeeeeeeeeeseeeeeseioceeeseseeeeeeeeeees @eeeseeeeoeeoeeees 





- +. Of music menuscripts . «+ for self-mailers 





” 
Caneaee test pssecnatl 


You need one process and only one process—MODERN mimeographing 
—to make all the copies shown above plus many more. 
Mi graphing today bles you to produce more copies and 
more kinds of copies than ever before with speed and ease, at low 
cost. And you can now choose from 8 models of A. B. Dick mimeo- 
graphs to fit your needs and budget. All models are for use with all 
makes of suitable stencil duplicating products. For a free portfolio 
of samples showing the great versatility of MODERN mimeograph- 
ing, mail the coupon below. 


 A-B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 








«++ Of type faces 


SHOOSSHSSSSHSHSHSHSHSSSHSSHSCSSOSSSSSSHSSSSSHSSSSSHSSSESSHESEHEHEHSEEESEEEEEEE 
A. B. DICK COMPANY, Dept. 0-851 
5700 W. Tevhy Avenue, Chicage 31, Illinois 


Without obligation, please send me O free portfolio of MODERN mimeographing 
samples © information about A. B. Dick mimeographs. 


Nome Position___ 











Address 
City. 
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ANY COMBINATION 


ee: | 


YOU NEED 


YOU GET / 
with UARCO 


‘fanfold carbonset forms! ~ 3 


) The word “no” doesn’t exist at Uarco in re- 
) gard to tough Fanfold Form problems. Any 
/ combination you need, you get. 
| For instance, you might want the fanfolded 
'edges fastened by glue or thread to hold to- 
) gether for later entries. You can have it! You 
Pmight want them all that way, or just part. 
You may need loose carbons between the top 
‘two copies: fastened carbon between the next 
tthree. It’s done! What you want, Uarco pro- 
vides. 
You get economy, too, from Uarco Fanfold 
arbonset; even if you use no more than 
5,000 forms a year. Another thing: you use 
anfold on any writing machine in your office! 
Call your Uarco Representative. He fits Fan- 
old Carbonset to any forms requirements... 
Shows where they save for you! 


UARCO Incorporated e 
Room 1624, 141 W. Jackson Blvd. e 
Chicago 4, Illinois e 
s 
& 


Please send me samples of Uarco Fanfold Carbonset 
Forms. 


cGincsacihes (06shsenbne esse eaauuen ooccccccece 


City and State 


Factories: Chicago; Cleveland; Oakland; 
Deep River, Connecticut; Watseka, Ill. 
Saies Representatives in 
All Principal Cities 


mee LARCO 


INCORPORATED 


e ° 
Seeeeeseeeeeeeseseeseeeesesesesece Business Forms 
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Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1951 William Schulhof. All Rights Reserved. 
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New Esquire-Coronet Office Building in Colorado 
First Two Office Standards ar 

New Books 

Mobilizing the Office for Peace or War Figs 

Two-Fingered Figuring Giants Depend on Desk Calculators i 

A Museum's Records Never Die .....William Hurd Hillyer 
Are You Summarizing the Easiest Way? date Oscar F. Moore 
Adding Machine Tapes Guide Statistical Work .......... 

How a College Helps Business Train Office Supervisors 

Fair Trade Discussion Features 26th Annual NOMDA Convention 

Uncertainties Pose Biggest Problems for Office Managers ... 

USAF Supply Control 

New Products 

News of the Office ty 

National Conference & Exhibit Calendar ............. 

News of the Industry 

As We See It 





WILLIAM SCHULHOF, Publisher 


WILLIAM R, SCHULHOF, Editor JAMES GORMAN, Managing Editor 


THE OFFICE is published on the first of every month by Office Publications Company, 270 Madison Avenue. 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: *‘Wilhof, New York.’’ Also publishers 
of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER, 


SUBSCRIPTION 


One Year $2, Two Years $3, to U. S., Possessions and Canada. 
One Year $3, Two Years $5, to all other countries. 


Member of Controlled Circulation Audit, Inc. 
CCA and National Business Publications, peg NB P. 
CIRCULATION OF THIS ISSUE OVER 25,000 COPIES 
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TODAY’S 


Ess Speed is the essence of production and 
commerce! Detours caused by man- 
power shortages and bottlenecks must 
be avoided! Interdepartmental Com- 
munications —orders, exchange of 
ideas, confidential instructions — all 
must be fast, direct, without needless, 
time-wasting detours. 


Kellogg SELECT-O-PHONE answers 
every requirement. Automatic, needing 
no operator and independent of your 
outside switchboard. SELECT-O-PHONE 
handles inside telephone traffic, greatly 
augments your city phone, knits your 


organization into a closer, smoother- 
running, more efficient unit. 


Write Today for Complete Information 


Get the facts! You owe it to youself and 
your business to find out all about SELECT-O- 
PHONE. Write Dept. 10-H, SELECT-O-PH< 
Division, Kellogg Switchboard and Supply Co., 
6650 S. Cicero Ave., Chicago 38, Ill. 


seleat O-Phone 


“THE /9SIOE VOICE OF BUSINESS 


KELLOGG 
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The large glass entrance to the Esquire-Coronet Building in Boulder, Colo., is framed with 
concrete and native stone. 


New Esquire-Coronet Office 
Building in Colorado 


Esquire, Inc., concluded after sev- 
eral years of investigation and 
study that the efficiency and economy of 
their subscription operation could be 
greatly improved by moving that de- 


Bee in 1948, the management of 


partment out west. The subscription 
division had been operating in Chicago, 
at the company’s home office, ever since 
the founding of Esquire, Inc., in 1933. 
However, postwar shortages in Chicago 
of building space and personnel, plus 
the seasonal requirements for extra help 
which the Chicago labor market could 
not supply, forced the Esquire manage- 
ment to look elsewhere for a solution. 
At about the same time, the citizens of 
Boulder, Colo., were engaged in figuring 
out ways and means to attract some 
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larger business enterprises. The result 
of the merger of these two interests is 
the Esquire-Coronet Building, at the 
corner of Bluff and 13th Street in 
Boulder. 

The Esquire-Coronet Building is 
really two buildings: (1) the one-story 
building which originally housed just 
the Esquire subscription plant, and 
which was used as a sort of test of 
the new location, and (2) the new, two- 
story addition which was completed last 
year. The fireproof building, now all 
one unit, is constructed of reinforced 
concrete and native stone. The interior 
partition work is constructed of Vitri- 
cotta face tile in pleasing pastel shades. 
Lighting is fluorescent throughout, ceil- 
ings are acoustically treated and the 








* 
4 
% 
ps 
i 


concrete floors are covered with asphalt 
tile. One of its imposing features is 
the entrance, a large glass rectangle 
framed in stone. 

The offices have 40,000 sq. ft. of floor- 
space, more than enough for its 180 
full-time employees. Among its other 


Machines cutting 
addressing __ plates 
for Esquire and 
Coronet subscribers. 
The building has 
fluorescent lighting 
and acoustical ceil- 
ings throughout. 


features are an ultra-modern heating 
and ventilating unit with automatic con- 
trols, gas-fired boilers, elevators, ade- 
quate parking facilities, and extensive 
landscaping. The facilities of the build- 
ing are complete including machinery 
equipment and repair shops, microfilm- 


This view of Esquire-Coronet's Colorado offices shows the vitreous tile wall partitions and 
asphalt tile floor. 
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One Gray AupocrapH plastic disc 
holds over an hour’s dictation. That’s 
more than 28 typewritten pages—a 
record no other dictating machine 
can touch! 

Join efficiency-conscious users every- 
where who are putting time to more 
profitable use with versatile Gray 
AupocrapH. Simply soundwrite 
memos, sales reports, conferences and 
correspondence. Your office output 
will increase 30% ... and your sec- 


ng efficiency 


retary will be free for other impor- 
tant work. 

Aupocrapn’s operation is unbe- 
lievably simple. One flick of a finger 
and you're recording. Discs are 
featherweight, easy to file and can 
be resurfaced for reuse up to 50 
times. Exclusive electromatic index 
warns your secretary of approaching 
corrections, ends of messages. Tone 
control allows full treble-to-bass 
range, keeps recording voice clear. 


; Dictation is easier—with AUDOGRAPH ! 
The Gray Manufacturing Company, Hartford 1, Conn. 
Send me Booklet 8-R — 
“Now We Really Get Things Done!” 


AUDOGRAPH sales and service in 180 U.S. 
cities. See your Classified Telephone Direc- 
tory under “Dictating Machines.”” Canada: 
Northern Electric Company, Ltd. Abroad: 
Westrex Corporation (Western Electric 
Company export affiliate) in 35 countries. 
TRADE MARK “AUDOGRAPH™ REG.U,S. PAT, OFF. 





Like millions of others 
they prefer the 


LIGHT TOUCH 
LEAD © 


“Now that I use Mongol Pencils, I 
find taking dictation much easier. 
No more tired fingers”...says Lee 
Kelso, Secretary, St. Louis, Missouri. 


“I work with figures, and prefer 
* Mongols for strength and smooth- 
> ness” ...states Purchasing Agent John 
R. Hodges, Bedford, Indiana. 





thness, strength, long wear.. these 

the reasons so many office supply 

ers prefer Mongol Pencils! For greater 
tncil value...specify Mongols from now * 





TRADE MARKS REG. U.S PAT. OFF 


...2t’s the exclusive 


LIGHT TOUCH LEAD 
that does it! 


»y EBERHARD FABER 


10 





ing rooms and self-contained storage 
space for supplies and promotional ma- 
terials. A snack bar for employees is 
provided on the main floor. Every 
detail is planned for the maximum of 
comfortable efficient operation. 

As to the operation itself, the Boulder 
Branch of Esquire-Coronet concerns it- 
self solely with the handling of sub- 
scriptions to the two magazines. In- 
coming mail, estimated at close to a 
million pieces per year, is opened in 
the mailroom. Here each order is care- 
fully checked, numbered,. and micro- 
filmed. Then orders are sent to the 
embossing room, where a metal stencil 
is stamped with each subscriber’s name 
and address. 

If the subscription is a gift, a gift 
ecard is inscribed with the name of 
the donor and mailed to the recipient. 
Credit subscriptions are billed by an 
Addressograph method and the stencils 
placed in a file. Once a month the files 
are wheeled to the addressing room 
where small Dick-strip labels are pre- 
pared in rolls and sent to Chicago. 
There the magazines are printed and 
mailed all over the world. 


An interesting part of the operation 
is the lettershop, the largest setup of 
its kind in the state. Its work consists 
primarily of sorting, gathering, insert- 
ing, sealing and generally preparing 
the individual pieces for the mail. Some 
idea of the magnitude of this operation 
may be gained when it is realized that 
an estimated 12 million pieces of Es- 
quire-Coronet mail leave this plant each 
year. 


In the winter, during the rush of 
Christmas mailing, the 180 employees, 
95% of whom are Boulder residents, 
are bolstered by 150 additional full-day 
workers in the plant, and 50 more who 
work in their own homes, bringing the 
Boulder force to 380 people. The Es- 
quire-Coronet plant is Boulder’s largest 
private industry from the points of 
view of both payroll and personnel, the 
happy answer to a town’s prayer and 
a magazine’s problems. 
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MESSAGES THAT MADE HISTORY 
No. 4 of a Series 
© Gitsert PAPER.COMPANY 


A message to Garcia... 


“.,. find General Garcia... he’s somewhere in 
Cuba... deliver your message.” Such were the 
orders given by President McKinley to a fellow 
named Rowan. Though he had never been to 
Cuba, Rowan set about finding his man without 
further question; and find him he did, after hack- 
ing his arm-weary way through dense jungles 
and fighting stray Spanish deserters. Even get- 
ting to Cuba required a perilous journey in a 
leaky, open boat. It was a sterling example of 
courage and initiative. 

Rowan’s message might well have been on a 
Gilbert paper . . . popular then, too. For today’s 
business messages, also, you can find no better 
emissary than crisp, sparkling white, new cotton 
fibre content Gilbert Quality Papers. There are 
matching envelopes, too. Ask your printer, lith- 


ographer, or engraver for range of samples. 
Elbert Hubbard’s fiery epistle, “A Message 
To Garcia,” immortalized Rowan’s feat. Though 
written in 1899, it is still sparkling reading to- 
day. If you would like a copy or two, drop us a 
line. They are yours while the supply lasts. 


BOND e¢ ONIONSKIN e LEDGER e« INDEX BRISTOL 
MANUSCRIPT COVER « VELLUM -e« SAFETY 
REPRODUCTION ¢ BANKNOTE PAPERS 


S<GuiBERT 


PAPER COMPANY 


MENASHA, WISCONS O.N 


A good letter is always better- written on a Gilbert Bond 
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Kock aFile 


Wood Furniture 


For the modern office setting a new concept of attrac-: 
tive appeorance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


a | 
sca 


* greater efficiency 


*b ; 
Toa 
¥ 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit-with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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First Two Office Standards 


ordinate and simplify the sizes of 

desks and tables used in offices has 
been approved by the American Stand- 
ards Assn. The American Standard 
Dimensions of Desks and Tables for 
General Office Use provides a range of 
overall dimensions for metal and wood 
desks and tables. However, larger ex- 
ecutive desks—over 60” in width—are 
not covered. 

The standard provides for five widths 
and two depths for metal desks, and six 
widths and two depths for wood desks, 
to reduce the number and variety of 
equipment used and simplify ordering 
and reordering. It also promotes more 
flexible office arrangement, encouraging 
and facilitating interchange of personnel 
and equipment. The standard defines 
terms like general office desks and 
tables; single-pedestal desks; double- 
pedestal desks; width; depth; front; 
height; right and left designations. 


Tex first American Standard to co- 


Height is defined as the distance of 
the extreme upper working surface of 
the desk or table top from the floor; to 
be either 29” or 3014” if fixed, or ad- 
justable between these levels. A toler- 
ance of plus or minus 14” is permitted 
on both the height and overall top di- 
mensions. Copies of the American 
Standard Dimensions of Desks . and 
Tables for General Office Use, X2.1.1- 
1951, may be obtained from American 
Standards Assn., 70 East 45th St., New 
York 17, at 25 cents each. 


The second American Standard for 
offices concerns the designation of the 
dimensions of index and record-keeping 
eards. In the past, producers and dis- 
tributors have used both the vertical and 
the horizontal dimension as the first of 
the two listed dimensions; namely “3x5” 
or “5x3” for a eard 5” wide, horizon- 
tally, and 3” deep, vertically. Accord- 
ing to Lester Brigham, general office 

(Continued on page 110) 





fj nger-fti D GATHERING TRAYS 


—NEWEST COLLATING AID! 


They save time in setting up the work 


. . save working space . . 
and fatigue. All the pages are within 
easy reach, at natural arm level. 


. save steps 


They nest into a space 9/2 x II for 
handy storage. 


The coupon below will bring you RUZ 


Ulustrated literature. 


SZ 


PTEITTITITITII Le 


THOMAS COLLATORS, 
30 Church St., New York 7 


Send me "O" Specifications and literature 
on the new Finger-Tip Gathering Trays. 


EES HR ores 
Company 
Address 


specialists in 


Another 


Thomas Collaror 


Development 


paper gathering 
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OWERING PRICES is one thing . . . but hammering 
them down at QUALITY ’s expense is something else 
again. PANAMA-BEAVER products are superb, 
because we tailor them UP to rare quality standards, 
not DOWN to higgle-penny prices. That’s why they 
are CHEAPER for YOU in the long, hard run. 


PANama-BEA VER 
bind” anon 


NPOLD it CO., 188 3rd Ave., ee 














=e © 3 is 


The Saltonal 


with time-and-effort-saving features never before combined on one machine. 


A National Adding Machine handles more work 
faster—with greater accuracy—and with less effort. 
Only by actual demonstration on your own work 
can you fully realize what this remarkable ma- 


Automatic Clear Signal gives auto- 
matic printed proof of whether or 
not machine was clear when operator 
started to use it. 


Automatic Space-Up of Tape to 
correct tear-off position when total 
is printed. Saves time, effort, paper. 


Automatic Credit Balance. “Minus” 
total automatically computed, and 
printed by one touch of the total 
bar. Prints in red with CR symbol. 


Full, Visible Keyboard. All ciphers 
print automatically—saving time, 
motion, effort. Two or more keys can 
be depressed simultaneously. Amounts 
remain visible until added. 


Check these outstanding features .. . 


chine can do for you! Call your local National 
Cash Register Company’s office—or the local 
dealer for National Adding Machines—and ar- 
range for such a demonstration af once! 


Subtractions in Red. Identified 


>» <——— instantly, can never be mistaken 


oP 


for additions. Stand out prom- 
inently, even after amounts have 
been “checked-off” on the tape. 


Large Answer-Dials. Always 
show accumulated total in large 
figures. Permit use of machine 
without tape. 


Heavy-Duty Construction. Com- 
pact for desk use. Easy to move 
about, yet rugged enough to 
give long years of hard service. 


Easy-Touch Key Action. Practically ef- 
fortless, yet sufficient to tell you when you 


hdve depressed a key. Uniform tension. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 





This man starts the day 
: ight by sitting right. He 
fends the day right too— 
Tree from fatigue and 
as with work well 


done. Reason: he sits in 
fan individually fitted 
Sturgis posture chair. An 
able man and a Sturgis 
chair are always a good 
production pair. 


THE 


Executive, stenographic, reception: 
and institutional chairs posture-de- 
signed for the person and the purpose. 


POSTURE CHAIR CO. 
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Now you can minimize the cost and effort 

of routine correspondence that burdens 

your staff—yet have every letter or mem- 

orandum individualized in greeting, and Th ) 

by personal inserts of names, dates and is poi typewriter 
amounts, etc. ane opacaaien - 


With four Robotypers 


Rob er operates automatically at three : 
otyp per y she cin produce i 


times usual hand speed. Robotyper knows 
no fatigue; requires no special typing skill; 
always works at top speed. 


Send coupon ROBOTYPER CORPORATION 

today-for cots 125 Allen Street East, 

Hendersonville, North Carolina 

Please forward information on how Robotyper can 
help my firm. 


plete informa- 
tion about 
ROBOTYPER 
quipment 
ae) 
eo} Grey Ware), 
OF COURSE 


Sue SSS SS SSS SS SSS SSS SSS SSS SSS SSeS ee ee 


Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 
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olivetti 14” 


IMPROVED DESIGN 
FULLY AUTOMATIC 


printing calculator 


We take pride in the reception accorded the OLIVETTI 14/5! 
Printing Calculator by American business, always ready to 
adopt progressive, time-saving methods. 


Combining the features of a high-quality calculater and a 
high-capacity adding, listing and subtracting machine, together 
with fully automatic operation and accurate printed record, 

the OLIVETT! 14/51 answers this demand for greater efficiency. 


Request o demonstration under your actual operating conditions. 





Sales and service throughout the United States 


Olivetti Ofelgelele- haley i) of America exciusive v Ss Sis ramet 





@®eeeoeee8eeee8ees @ 
There are. 


o> O 
STYLES and SIZES 


of 
ACCO 
- FASTENERS 





























ACCO FASTENER 











Beginning with the universally used style with 234” 
centers (above) Acco has a fastener to meet your 
every need. Used independently, or in ACCOBIND 
Folders or ACCOPRESS Binders of fine pressboard, 
they provide an immediate and permanent answer 
to the binding problem of every office. Ideal for 
binding loose leaf catalogs, ete. “ACCO-Bound 
Papers are Safe Papers.” 


ACCO 


Products, Inc. 
Ogdensburg, 


New York 
NSN, PAPER FASTENERS 
B 


INDERS ¢ FOLDERS ¢ PUNCHES 



































In Canada: ACCO. CANADIAN CO., LTD., Toronto 
@eeoeeeeaeeeseqgc@~eeeseeseeeesee?ee8tee 
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& SEAL) WOOD SHELVING 


| 
> 


Easy te assemble 

ideal fer office, 
factery or store 

Knot-free Ponderosa 
Pine 


Rust-proof locking 
brackets 
" Thoroughly rigid 
Sway proof 


Low in cost 





Here is the ideal all purpose shelving for office, 
factory or store use. It can be set up in a few 
minutes by anyone—or it can be knocked down, 
moved and set up again, just as easily, in another 
location. Starter unit consists of six shelves with 
42” x 24” clear storage area with 12” clearance 
between shelves. 

There is nothing to compare with it anywhere. 
It stands alone in the field of shelving. Investigate 


= Liberty Prefab Wood Shelving NOW! 
ye ares: 





























I 


WY\) 


\e 
/ 








AVAILABLE 
NOW 


Write at once for 
complete details 
and prices. 


BANKERS BOX COMPANY 720 South Dearborn Street 
Chicago 5, Illinois 
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JIFFY SETS 
Newest and latest type of 


TYPEWRITER RIBBONS © Reating carbon, used on 


fan fold and continuous 
form machines. It's clean- 


Monufactured for all machines de, Wie esoneminelt 


in both cotton and silk material. 
Queen ribbons give excellent - 
reproduction ... always! 


Makers of the : 
world’s BEST 
duplicating 


CARBON PAPER SPIRIT Duplicating 
Non-curl carbons in all CARBON PAPERS 
weights, finishes and Goltcancaes apne ge 
grades for every purpose. printed entbee. For 

short, medium, long 

runs. 


“Manufacturers of: INKED RIBBONS © CARBON PAPERS © MASTER UNITS 
<ARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 
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_ PUSH-BUTTON MULTIPLICATION 
makes the job go 


EASIER-SURER - FASTER 


EASIER —because Marchant saves at least 
one step in every multiplication. 
SURER—because Marchant is the only 
American-made calculator with dials for 
verifying the keyboard entry. 
FASTER—because Marchant not only 
requires fewer operations in multi- 
plication, it operates efficiently at 
speeds ranging up to twice 
those of any other calculator. ° 
Since more than half of all calculator Gir gf pusn-purron muctiptication 
work is multiplication, the obvious choice 7 4 } Enter multipticand in keyboard. 
among calculators is the one that multiplies & Answer appears simultaneously 
easier, surer, faster. Ask the as multiplier is entered in. Auto- 
Marchant Man in your phone book to matic Multiplier. 
i prove this statement on your own work. ; 














Mail this Coupon with your business letterhead to get our free 

: GUIDE TO MODERN FIGURING METHODS 

+ ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS CO): AMERICA'S FIRST 
i MARCHANT CALCULATING MACHINE COMPANY : 

OAKLAND 8, CALIFORNIA 05: 





Winthrop H Smith 


Managing partner of Merrill Lynch, Pierce, 
Fenner & Beane uses a Dictaphone TIME-MASTER. 


Mr. Smirtu, active in financial and educa- 
tional circles, and spare-time sheep man 
on his Connecticut farm, says: 


“My TIME-MASTER helps solve the prob- 
lem of saving time in a complex and fast- 
moving business.” 

Seconded! And a chorus of ‘“‘ayes” from 
busy business executives who have used 
TIME-MASTER! 

Compact, light, TIME-MASTER is for 
office, home, and travel. Key to its versa- 
tility is the unique Memobelt that records 
and reproduces with uniform clarity. 
TIME-MASTER saves your time! Sim- 


plify your job and your secretary's! New 


TIME-MASTER helps her do better, faster 
work . . . helps her become a real execu- 
tive assistant. 


Call your Dictaphone man today for a 
free demonstration in your own office. 


DICTAPHONE 
CORPORATION 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 
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Jo defense contracts bombard you with paperwork? 


| Hit By A HEAVY BARRAGE Of priorities and 

/ allocations, many an executive today needs 

new office tactics. 

) Wise strategy requires complete, accu- 
prate knowledge of availabilities, require- 
/ments, production capacities. Monthly — 

even weekly—treports are often no help. 

| For more and more brass-hats, in every 

* kind of business, the solution is modern, 
“simplified McBee Keysort. 

| With no special training, any girl can use 
Keysort cards and machines to keep you 
informed on all phases of your operation. 


| o entre pipe (weed) 
os . nee me. 6 ae 18 


With your present personnel, without 
costly installations, McBee Keysort cards 
and machines provide you with accurate 
and useful management controls at less 
cost than any other system. When notched, 
the pre-coded holes along the edges of 
each Keysort card make it easy to collect 
a wealth of data... classify it... sum- 
marize it... file it... find it... use it... 
quickly and accurately. 


Ask the trained McBee representative 
near you to tell you frankly whether or not 
McBee can help you. Or write us. 


THE McBEE 
COMPANY 





4! t\ Jof\esf\Vne dohi 


Sole Manufacturer of Keysort—The Marginally Punched Card 


24 


t= 


295 Madison Ave., New York. Offices in 
principal cities. McBee Co., Ltd., 11 
Bermondsey Rd., Toronto 13,Ontario 
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“ 

Since you got me an OLD TOWN SPIRIT DUPLI- 

CATOR, | seem to turn out the work of 4 girls in half the 

time, It's such a simple, fast, clean machine to operate: 
1. I type the “master.” 


2. Clip it on the OLD TOWN Spirit Duplicator. 
3. Press the button and PRESTO!—copies.” 


The OLD TOWN Spirit Duplicator is truly magic. Unlike 


obsolete copying methods, it uses no ink, no stencils, no 
gelatine, no type, no mats. You get up to 600 clean, sharp 
copies instantly. It's so simple, anyone in the office can 
operate it. And it costs little more than a typewriter. 


O10 Town Sscoce~Duplicator 


AS ESSENTIAL TO YOUR BUSINESS 
AS A TYPEWRITER 


Ol0 Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 
SE SESS RE GSR SE Eee renee 
OLD TOWN CORPORATION 
Brooklyn 17. New York : 
I'm interested in hearing mere about your Spantt duplicator. 


NAME. 


I ADDRESS j 
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PRONTO FILE CORPORATION | 


Madison Avenue New Y« 


the new improved 


SWIFT 


an outstanding 


This 6/2 pound Adding Machine 
is in big, growing demand 


Extensive research has enabled us 
to piers a new, improved 
Swift Adding Machine—a portable 
adding machine with 9-column 
capacity, visible adding dials and 
all-steel case. 


The tremendous response of the 
trade and public has shown them 
quick to recognize the handy port- 
ability and value of this new Swift 
Adding Machine. 


Dealer orders are snowballing. 
Every day we receive many letters 
from consumers, inquiring about 
the Swift...and from dealers, 
telling us about the wide, growing 
interest. 

We are doing everythin s- 
sible to fill po dalland phe 
-..and to place more Swift 
Adding Machines in the hands of 
the public, 


SWIFT Business Machines Corporation + Great Berrington, Mass. 


POE sea AGS NL ESTES PI 








Roneo sells 
for almost 


of most 
comparable 
machines 


THE F 


EATURES 


RONEO Sells Faster . . . because 
RONEO has More fo Sell! 


customers will love the precision 
rkmanship, the precision results that 
NEO offers. Not only does RONEO 
st less, it also saves in day to day run- 
g, both in ink and paper. Imagine run- 

ig a second color with close registra- 
n, and peine. gate to set up that second 
seconds. Demonstrate the 

and watch the OTHER 
sales roll in. RONEO MODELS 


@ PRINTING PRESS PRECISION MODEL ‘'150"' 
@ TOP-END STENCIL RELEASE Hand operated, 
@ LE OOF CYLINDER paper size to 
8V2"" x 14". 
MODEL ''POLICY" 
Automatic, 
paper size to 
18°" x 14°. 
PHONE: Cli 5-6940 





West. S7 th: STREET ©: NEW TORK ADCN FY 








GOOD TO 
DO BUSINESS WITH 














Products . . . Mittag & Volger 
offers a line of carbon papers, 
inked ribbons and special inks 
known for dependable quality 
that means repeat business. 


Policy ... M & V has built a 
reputation for integrity and fair- 
ness in its dealer relationships. 


Service ... M & Vis set up to 
give you fast delivery on your 
orders, no matter where you are. 


Call or write the M & V Quick Service Distribution 
Point nearest you for products and prices. 


MITTAG « VOLGER, Inc. 


Park Ridge, New Jersey 
Fine Carbon Papers and Inked Ribbons Since 1881 


QUICK SERVICE DISTRIBUTION POINTS 


NEW YORK 7, N. Y., 261 Broadway « BOSTON 10, MASS., 75 High Street 
CHICAGO 6, ILL., 558 W. Washington Street * KANSAS CITY 6, MO., 1013 Grand Avenue 
SAN FRANCISCO 5, CALIF., 591 Mission * LOS ANGELES 13, CALIF., 406 South Main Street 
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WHY TAKE 
LESS THAN 
THE BEST? 


wo 
, 








RRA 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


ROLLERS AND BLANKETS 


MERCURY-LITH 
h printing machines 


for Multilit 













EERO SE 


SAVINGS SEER! 


“| SEE IMPORTANT SAVINGS 
IN YOUR OFFSET DEPARTMENT 





7 Dp Aye PLASTIPLATE 
OE 6 aud : 


i] 
PLASTIPHOTER!’ : 


A sure-fire prophecy...Remington Rand’s PLASTIPLA ; . 
PLASTIPHOTER combination will give you outstanding offset plats 
for your office duplicating needs, and save you money too! 
PLASTIPLATES “no-grain” surface assures you of line and halftol 
copies that are brilliantly “alive”...of longer runs with greater 
formity. PLASTIPHOTER exposes negatives and “burns” plates quic bh 
and on-the-spot . . . saves valuable time lost in sending out for plaf 
and lets you maintain control of the job. And you'll save a smail 
fortune in a matter of weeks because this offset plate-making com- 
bination can cut costs by as much as 50%! Hi 


» 





Business Machines and Supplies Division 

Room 2182, 315 Fourth Avenue, New York 10, N. Y. 

Please send me [) 3 free PLASTIPLATES [] Direct Image (1) Photographic 
O Plastiplate folder (DS62) (1) Plastiphoter folder (DS72) 

My duplicator is a... ESS Model Noo. 


I use 0 ..____typowriter with a £) Fabric 


C1 Carbon Paper Ribbon 
Name 


Company 
Address 
City 


a me mn re ee a ee 


3 FREE PLASTIPLATES and 
folders describing PLASTI- 
PLATES and PLASTIPHOTER 
... yours for the asking. 


- 


You, Make Your Own Stamps tu MINUTES | 


\ a | F 


HANDSOME 
TP AND HANDY! 


Bed a stamp in a hurry? No need to 

fait days for delivery as you do with 
rubber stamps. Now, with the sen- 
sational new PRINT-O-STAMP, you 
can make any stamp you want in 
minutes . . . for pennies instead of 
dollars! 


PRINT-O-STAMP prints on labels, 
packages, boxes—anything! Makes 
stamps for office forms, signatures, 
instructions, notices, inventory mark- 





ings, or to address gummed labels 
in quantity. Type stencil, snap on 
and print —it’s that simple. Complete 
with stencils, ink, brush, stylus. Call 
your Stationer, or write direct, NOW! 


Distributed Exclusively by 
the manufacturers of the 
famous PRINT-O- MATIC 
AUTOMATIC CARD-SIZE 
DUPLICATOR 


Pioneers in New and Better Stencil Duplicating Equipment 








There is no other Carbon Paper like 


METALLIC-BACK FLAGSHIP 


that’s why if builds Repeat Sales for you! 





Your customers may buy 

FLAGSHIP for its competent 

look, but what brings them back is 

the way it performs. They find it is easy ‘< ? @ Flagship is curl-proof, 


and clean to handle, that it reproduces with aa? eet eonennne 





“top copy” sharpness and ourworks ordinary carbon 


papers. Then when they're ready for more, the same patented @ Flagship’s metallic back 


means extra wear, 


metallic plating that attracted cheir attention in the first place, EAR nee 


guides them back to you. For only from you can they get “the carbon 
paper with the metal back.” Exclusive FLAGSHIP, you see, is sold 
only through franchised dealerships. A few cerritories are still 








@ Flagship makes sharp, 


open. A note, a postcard or a wire will bring you che whole . , 





story of this wonderful new product and the entire Allied line of 
profit-producing carbon papers and ribbons. Address Dept. B. @ Flagship allows 
smudgeless erasures 





AL Li E CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: (629 So. B’way, Los Angeles (5 
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F NOW Furnished with headings 


—— printed to your specifications . .. 


at remarkably low cost to you 


Made of high rag content substance 28 green tint ledger stock. 

Pen ruled and green edged © Eliminates eye strain and eye glare. 

Excellent writing surface © Will withstand erasures © Headings are printed to 
your specifications—a real time-saving feature. 


ALL SHEETS PUNCHED TO 


FIT STANDARD BINDERS 
SHEET SIZES 


Wf," x WT," 
Hi" x 14" 
vi x 17" 


\ vy S‘K FORMS COMPANY 


us 
. s® 309 WALNUT STREET ~ PHILADELPHIA 6, PA. 
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New Victor Custom models are more 
than just adding machines. They do many 
important calculating jobs, too—thus sav- 
ing the extra cost of more expensive ma- 

chines thatneed trained operators. 
Victor Custom models do such im- 
portant calculating jobs as figuring op- 
10-key Keyboard rating and budget ratios, comparative 
Totals 999,999,999.99 sales percentages, profit and loss state- 
ments and many other figure problems. 
They add, subtract, multiply, divide, auto- 
matically compute credit balance and 

print results on the tape. 





[®D 0987654321 @)\ 


Movable Decimal Marker Speeds 
Calculation—Exclusive with Victor. 
Point off decimal places by pre-setting 
the marker. Eliminate counting col- 
umns on tape. Speeds calculating, mul- 
tiplication, division, addition and sub- 
traction of decimal equivalents. 





Full Keyboard @eeseeeeee eee eeeeeeeeee eee 

Totals 999,999,999.99 There are 42 basic Victor models. 
i h To learn how Vict i t 

Calculating Jobs without service on sear on eat sd mn 

Trained Operators — Thats coupon or call the Victor Branch or 

th e “Plus” We get from Dealer listed in Classified Phone Book. 


Victor Adding Machines. MAIL COUPON TODAY! 
My. Victor Adding Machine Co. 

’ hicago 18, It., Dept. OM-8 
Please send me free new booklet “Secret 
Speed.” Tells how Custom machines do 
any important calculating jobs. 
| Send me free information on complete 
ictor line. 


me. 
mpany Name 





ene 


3 


<O 





VICTOR ADDING MACHINE CO. VIC TOR 


Chicago 18, Hl. HAS WHAT 
The World’s Largest Exclusive 
Manufacturers of Adding Machines IT TAKES 


3 





4 
& 
g 





State 





Pewee eecaeeeeaeee 
Zz 
oy 

Ree w eee wee eee ea 


ie) 
g 
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What should 
a Ribbon Carbon 


Leap from the nearest window— 
with or without your hat? 


Or have them tell him you’ve left on 
an extended trip to Maracaibo? 


Yes, ask the man in. 
For, “carbon paper is not just carbon 


)paper,”’ despite what-a lot of people think. 


Actually, there’s a wide range of differ- 
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ence (and results) even among the finest 
* brands. A sheet may be just right for one 


secretary and all wrong for another—it may 
work well on one machine making one copy 
and be unsatisfactory on another making 
seven copies. The i touch, weight of 
paper and type of platen are all to be con- 
sidered. A good, sharp-writing, clean han- 
dling carbon paper will improve any girl’s 
morale—and work. 


Only a factory-trained specialist knows 
all the facts about ribbons and carbon papers. 


So, ask the Columbia man in and let 
him make an on-the-spot analysis of your 
special needs. He’s pretty sure to give your 


you do when 
Salesman calls? 


Ss 


Head for the nearest fire 
escape? 








A. 


Be sensible—particularly if he’s a 
Columbia factory-trained specialist— 
ask him in 


AQ 
Led 


office greater ribbon and carbon satisfac- 
tion at a reduced cost. Better still—don’t 


wait—write us today, and your lo- 
cal Columbia man will come at 
your convenience . . . no obliga- 
tion, of course. 

COLUMBIA RIBBON & CARBON MFG. CO., Ine, 

Main Office & Factory: 
101-8 Herb Hill Road, Glen Cove, L. I., New York 
ow. Forts Sales and Export: 58-64 West 40th Street 


Branch Offices and Distributors in i cities 
Consult your local Telephone Classified Directory 





“Manufacturers of Fine Carbons and 
Ribbons for Nearly Half a Century” 
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RETENTION AND PRESERVATION OF RECORDS 


WITH DESTRUCTION SCHEDULES. 
Controls, Ine., Chicago, pp. 32, $1.50. 


Record 


This revised edition includes changes 
up to 1950 in state and federal laws 
governing retention of certain business 
records as well as advice on the general 
storage of records. The retention policies 
of fifty nationally known firms are tabu- 
lated and suggestions for records pro- 
cedure are given. The index is arranged 
according to the subjects of the different 
types of forms covered in the text. 
Bertha M. Weeks is director of Record 
Controls, Inc., (formerly Chicago Bureau 
of Filing & Indexing). 


TECHNIQUE OF ADMINISTRATION, 2nd Edi- 
tion, by Erwin Haskell Schell. McGraw-Hill 
Book Co., New York, pp. 363, $4.50. 


A discussion of the functions, methods 
and problems of higher administrative 
positions, written primarily for execu- 
tives who have advanced to jobs of top 
responsibility. The author bases his sug- 
gestions on his experience at M.I.T. in 
training men for executive positions. 


RECORDS RESEARCH REPORTS ON CMP. Rem- 
ington Rand Inc., New York, pp. 25, Free. 
Describes answers to many record 

keeping problems facing manufacturers 

operating under the Controlled Materials 

Plan and outlines methods for simplify- 

ing paperwork by laying the groundwork 

for getting the desired result, a properly 
balanced and uninterrupted flow of ma- 
terials to meet production requirements 
on schedule. Shows ways to save on 
clerical routine and incorporate informa- 
tion necessary for the correct set-up of 
records required for efficient operation 
under CMP. Request booklet X-1203. 
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OF STEEL 


For Permanent 


Record Storage 


Convoy CHEM-BOARD STOR- 
AGE F are permanent 
Files, not a substitute. Chem- 

is the product of Con- 
voy’s exclusive process for 
making raw corrugated fibre 
board flint hard and rock 
strong. See the File features 
below. The Files cost and 
weigh about half as much 
as steel files; cost less than 
some corrugated files. See- 
ing is believing. Write for 
name of nearest dealer... 
CONVOY, INC., P. O. Station 
B, Box 216-H, Canton 6, 
Ohio. 


14 Standard Sizes 


over 540 pounds 
and operates easily! 


FEATURES. . . Stack to ceiling ® Positive 
drawer stops ® Easier operation on wax-like 
surface ® Mate together vertically ¢ Tie 
side-to-side and back-to-back ® Repel vermin 
@ Moisture doesn't weaken them ® Can't rust. 


CONVOY fen-Coard/ 
STORAGE FILES 








4 





3 
4 


Here's Work Simplification 


in a new Do-it-yourself Kit Form 





You’ve never seen such a big money- 


’ saver in so small a package as the 


new Remington Rand Work Simpli- 


' fication Kit. With this equipment you 


yourself can quickly bring your office 
routines up to the modern mark of 


e step-saving, time-saving, cost-saving 


efficiency — for about the price of a 
good pencil sharpener! The Kit in- 
cludes a durable plastic Office Plan- 
ning Layout Template, also 500 
Process Analysis Work Sheets, and 
instruction manuals for both. Mail 
the coupon today for literature. 





Mlemington. Hand. 


Management Controls Library, Room 


1283 


315 Fourth Avenue, New York 10 
Yes, | would like to have Booklet SPG 4173 


NAME. 





FIRM. 





ADDRESS 


CITY 





BONE. BEATE cess 
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Mobilizing the Office 
For Peace or War 


HERMAN LIMBERG 


Chief, Training & Education Section, Division of 
Analysis, Bureau of the Budget, City of New York. 


fluctuate with the daily shifts in 

international diplomacy, the prob- 
lems of management become more com- 
plex and their solution more difficult. 
Because management must be dynamic 
to meet both current and potential con- 
ditions with a minimum of disruption, 
the techniques of planning and control 
assume more vital significance in a world 
continuously shuttling between peace 
and war. 

It is a peculiar commentary on life 
at this mid-century point that the pros- 
pects of sudden peace are as disturbing, 
from the economic viewpoint, as the 
possible eruption of a really hot war. 


A the hopes and fears of mankind 


From a dispassionate analysis of our 
present uncertainty, it should be ob- 
vious that either way our fortunes may 
turn we shall be facing an emergency of 


unknown duration. Hence, mobilization 
for peace or war implies planning and 
preparation for both to be ready for 
either. The experience of the last ten 
years should facilitate that planning. 

The keys to the basie factors in mo- 
bilization are the well-known m’s of 
management—men, materials, machines, 
methods, minutes and money. For each 
of these factors a master plan for ef- 
fective utilization should be developed 
for application as conditions warrant. 
The following check list is offered as a 
guide for mobilizing the office. While 
the questions included are by no means 
exhaustive, they set a path for con- 
structive analysis, planning and action. 

Where we go from here, and how well 
we meet the challenge of the future, both 
individually and as a nation, will depend 
on the planning we all do today. 


Check List for Office Mobilization 





ANALYSIS 


YES | NO ACTION PLANNED 





1. MEN (Personnel) 


a. Has an analysis been made of each pres- 
ent and potential job? 


b. Has a specification for filling each job 
been prepared? 


c. Have performance standards been estab- 


lished? 


d. Has a basis been evolved for determining 
the number of employees required? 


e. Has a job evaluation program been devel- 
oped? 


f. Has a definite pay plan been adopted? 
Does it provide for incentive pay? 
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ANALYSIS 


ACTION PLANNED 





g. Has a program for rating employees been 
instituted ? 


h. Has a training program been formulated? 


i. Have any non-financial incentives been 
considered? 


j- Has a program for upgrading and promo- 
tion ben established? 


> k. Has a study been made of the positions 
which may be vacated by employees who 
© may leave for military service? 


@ 1. Have plans been drawn for recruitment, 
) training and promotion to fill vacancies? 


>m. Have provisions been made for the return 
to their jobs of employees after military 
service, and for the people whom they may 
Vdisplace? 


in. Will temporary replacements be apprised 
of their status or will they be encouraged 
to believe their positions are permament? 


>. Will war orders necessitate employment 
Sof personnel in skills not now required? If 
o, have plans been developed for their re- 
Neruitment, training, compensation, super- 
ision? 


op. What effect will peace have on personnel- 
ladditions, reductions, changes in pay, etc.? 


P . Have responsibility and authority for per- 
; onnel administration been clearly assigned? 


MATERIALS (Office Supplies) 


Ya. Have definite specifications been drawn 
for such items as paper, carbon, ribbons, file 
folders, fasteners, pencils, etc.? 


b. Has a basis for determining quantity re- 
quirements been formulated? 


c. Have quality, price and service relation- 
ships been ascertained? 


d. Are studies being made of acceptable 
and available substitutes in the event of 
shortages? 
e. Have quality and quantity controls been 
established? 


40 
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ANALYSIS 


ACTION PLANNED 





f. Have adequate storage facilities been 
provided? ; 


g. Have authority and responsibility for pur- 
chasing and inventory control been definitely 
assigned? 


3. MACHINES 


a. Have studies been made to determine 
which office and clerical operations can be 
efficiently mechanized? 


b. Are follow-up studies made to determine 
the effectiveness of machine installations and 
the possibility of further extensions? 


c. Are machine operations scheduled and 
controlled for maximum utilization of equip- 
ment? 


d. Has consideration been given to rental 
of machines or contracting for outside 
services? 


e. Are operators adequately trained, and has 
provision been made for continuation of their 
training? 


f. Have arrangements been made for proper 
maintenance and repair of all machines? 


g- Has a plan of standardization of machines 
been adopted? 


h. Is an inventory of machines, showing orig- 
inal cost, cost and frequency of repairs, 
maintained? 


i. Are the other "m's of mobilization" con- 
sidered in the selection, installation and 
operation of office machines? 


4. METHODS 


a. Has a detailed study been made of cur- 
rent methods, procedures and forms? 


b. Are methods, procedures and forms re- 
viewed periodically for possible simplifica- 
tion and improvement? 


c. Has a work simplification program been 
installed? 


d. Has a records management program been 
adopted? 
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ANALYSIS 


ACTION PLANNED 





e. Has a suggestion system been installed? 


f. Has a procedure manual been prepared, 
and is it kept up to date? 


g. Are contemplated changes in procedure 
or forms reviewed by a central authority 
before adoption? 


h. Are the design, production and use of 
forms centrally controlled? 


i. Have authority and responsibility for pro- 
cedure and forms studies been definitely 
assigned? 


5. MINUTES (Time) 


a. Has a work measurement program been 
developed and adopted? 


b. Have standard time values for all basic 
operations been established? 


7c. Are performance standards used as a 
tbasis for evaluating employees’ effectiveness? 


. ls work planned and scheduled to meet 
arget dates? 


. Does each employee know what constitutes 
@ “fair day's work?" 


performance standards reviewed 
Periodically? 


. Are incentives offered for surpassing per- 
rmance standards? 


MONEY (Costs) 


Have costs standards been established for 
Il basic operations? 


b. Is an office budget regularly prepared as 
@ too] of planning and control? 


c. Are actual operational costs determined 
and compared with standard costs? 


d. Are all employees cost conscious? 


e. Are costs used as the sole basis for evalu- 
ating office requirements, or are other con- 
tributing factors (morale, service, public re- 
lations, etc.) also considered? 


f. Have cost control policies and procedures 
been formulated? 


42 
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Two-Fingered Figuring Giants 
Depend on Desk Calculators 


UMAN beings built their entire 
numbering system on tenths, or 
decimals, counting our numbers on 
our ten fingers, 1 to 10, 11 to 20, ete. 
Electronic computers have no ten fingers 
but just two impulses, on and off, so 
one-two electronic figuring is called the 
binary system. Instead of counting by 
digits, in electronics we count by bigits. 
With decimals we move over one place 
after 10, 100, 1000, etc.; with binaries 
we move after the first 2, 4, 8, ete. The 
computer’s “on” impulse ean signify 
1; its “off” impulse ean signify 0. 
While it may be comparatively easy to 
memorize these equivalents up to ten 
or so, beyond that requires mechanica: 
means to calculate with speed and ease. 
As efficient as they are, giant electronic 
brains need humans to guide them. The 
problem must be thoroughly analyzed 
before it is submitted to the electronic 
eomputer. It must be broken down into 
its simplest mathematical elements and 
set up again into a program to be fed 


A_ Raytheon - Mar- 
chant Binary-Octal 
Calculator in use 
with an_ electronic 
computer at North 
American Aviation's 
research and devel- 
opment laboratories 
in Los Angeles. 
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COUNTING BY BIGITS 
Bigit 
Equivalent 
0 
I 
10 
i 
100 
101 
110 
Ht 
1000 
1001 
1010 
10000 
100000 
...... 1000000 
.... . 10000000 


to the giant brain. In this human stage, 
before the electronic brain begins, 
familiar-looking desk calculators and 
adding machines are necessary. 

The desk calculators made for use 
with electronic computers are called 





ee Cee 


ocaaeiainaii aaa 








A Friden Calculator 
is used to break- 
down larger figures 
for computing mul- 
ti-million problems 
with the Aiken Re- 
clay Calculator at 
the Dahlgren, Va., 
\ Naval Proving 
> Ground. (Official 
©U. S. Navy Photo) 


Sbinary-octal calculators because the octal 
(8 -number) seale can be easily converted 
rom a base binary form and vice versa. 
This scale reduces the 2-binary form to 
a third its former length (8 being the 
Mthird power of 2). and facilitates eal- 
‘culations. Instead of counting up to 
ten, binary-octal calculators omit the 

ast two numbers and count only up to 


bight. 
© At first glance, binary-octal caleula- 


tors look much like regular ten-bank 
calculators. On. some machines, each key 
earries the bigit equivalent directly over 
the regular number, as do the dial 
figures for the answers. The four 
fundamental arithmetical operations are 
performed in the usual way. Trans- 
lating numbers from the decimal system 
to the octal system is straightforward 
and simple, as is the reverse process. 
Since giant electronic computers are not 


Specially built Clary 
Adding Machines 
are used with the 
Maddida Computer 
built by Northrop 
Aircraft, Inc. G. E. 
Hagan, who super- 


intended Maddida's 




















development for 





Northrop, is at ex- 

treme right. Robert 

E. Boyden, Clary 

chief engineer, is 

standing third from 
left. 
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Here's how keys look on 
the Raytheon - Marchant 
Binary-Octal Calculator. 
The dots indicate zeros in 
the binary equivalents. 


yet generally used in offices, we will not 
become more involved in describing the 
“two-finger” system but complete litera- 
ture is available on the subject from the 
desk caleulator manufacturers. In fact, 
the foregoing was taken from that of 
Marchant Calculating Machine Co. 


RELATIONSHIP OF THE SYSTEMS 


Decimal 


Each octal digit is represented by a group of 
three binary figures, the value being ex- 
pressed by the position of the "I" char- 
acter within the group. For example, the 
sum of the binaries for octals | and 2 equals 
the binary for 3 and all higher values are 
combinations of these. The octal quantity 
7231 is translated into the binary I11 010 
Ol! OO1. (Courtesy Monroe Calculating 
Machine Co.) 





A Museum’s Records Never Die 


WILLIAM HURD HILLYER 


realms in the universe that the 

American Museum of Natural His- 
tory does not invade. For more than 
three generations its four-block, tree- 
girt buildings alongside New York’s 
Central Park have housed induplicable 
tribute from the animal, vegetable and 
mineral kingdoms. From its Planeta- 
rium it penetrates farthest space, stimu- 
lates the march of heavenly bodies, 
reaches backward and forward into 
time. The museum seems to possess a 
kind of soul, implicit even in its mul- 
tiple-serutinized system of office work. 

A breath of adventure exhales from 
the museum’s office records—of expedi- 
tions to remote quarters, searching for 
queer specimens and exploring apoc- 
ryphal habitats. Within its walls, be- 
sides treasured exhibits illustrative of 
anthropology, mammals, birds, amphibi- 
ans and reptiles, forestry and general 
botany, geology and paleontology, mi- 


Prrcains in profit is one of the few 
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ero-paleontology, education, astronomy 7 
—each with its official staff of from 4 
to 17 persons—the museum shelters an 
extensive library and such diverse ac- 
tivities as a bookshop, a cafeteria, and 
a modern printing plant for its many 7 
books and publications. None of the 7 
museum’s enterprises are concessions, © 
all are conducted directly and are han- 
dled on its own books. There are up- | 
wards of 400 employees. 

The housing, classification and care 
of the estimated six million separate 
specimens—all but 814% being stored 
for access by scholars rather than ex- 
hibited publicly—is a wellnigh record- 
breaking achievement in physical and 
accounting detail. Yet so logical is the 
system that it functions’ with surpris- 
ing smoothness and has not required 
overhauling for decades. This system is 
keyed to numerical codes, which are the 
normal offspring of the museum’s 
growth and carry through, on depar 
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mental and administrative levels, from 
a specimen’s arrival into the undeter- 
mined future. 

At the Museum of Natural History 
nothing is ever destroyed and no rec- 
ords are ever thrown away. The mu- 
seum can never know when some sci- 
entist will write to ask what has be- 
come of those white tiger beetles he 
saw in the So-and-So Collection thirty 
years ago; or the descendant of a 19th 


% century donor will want to look at his 


grandsire’s neolithic celts. The filing 
staff must be able to produce beetles, 
celts, or what-you-will, without delay 
even though they have not been on ex- 

hibit for years. 
Anthropology is largest of the 18 
Sdepartments as to number of units 
(specimens), whereof it husbands a 
Mmillion and a quarter. Insects come next 
Mwith one million classified objects, fos- 
Sils and spiders are not far behind. No 
department counts its specimens by 
less than thousands, and all have a pro- 
igi variety of things big and 
in size and weight ranging 


@rom semi-microscopic specks to ten- 


ion meteorites. Each separate object, 
Whether tadpole or totem pole, is code 
fumbered—by tag, or with varnish-pro- 
ected ink on the object itself, or ap- 
ropriately otherwise—in’ such manner 
hat its proper place in collection, 
foup and department is quickly evi- 


dent and, conversely it can be located 
at any time upon inspection of the cen- 
tral accession files. 

We'll objectify the system by paying 
a visit to Anthropology. There we find 
ourselves looking at a newly filled out 
aceession record sheet, with which be- 
gins what in a business concern would 
be the history of a transaction. The in- 
formation on this sheet is pen-entered 
in a bound book in chronological order 
dating from 1869. The sheet itself is 
typed with an original and three ear- 
bon copies, the latter loose-leaf filed 
for departmental reference. Every ac- 
cession is given an aceession envelope 
having the name of “Fund” and/or 
“Donor” marked thereon with the other 
information. In this envelope is kept 
all pertinent data, such as_ notes, 
sketches, field catalogs, tags removed 
from objects before cataloging, ete. 
One such envelope, picked at random, 
was found to contain some 100 informa- 
tion sheets including excavation notes 
and sketches relative to a 3,000-speci- 
men archaeological and skeletal collec- 
tion from Ipiutak, Alaska; another, an 
African blacksmith’s bellows from 
Mano, Liberia~both collections the 
fruit of fund financed expeditions. 

From the accession record stems all 
subsequent procedure. In this hypotheti- 
cal ease it recites that Mrs. Ruth Brown 
of Cotton, Ala., has made a gift to 


An office in the Museum of Natural History in New York. 
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Field materials in the Museum of Natural History, New York, never become obsolete. 


This 


shows part of the minerals collection in Morgan Hall. 


the museum of an ethnological collec- 
tion from Borneo consisting of 82 speci- 
mens collected by her about 1900, val- 
ued at an estimated $200 and in good 
condition. The record has a depart- 
mental file number (1949-50), an ac- 
cession number (30693 in numerical se- 
quence) and a department catalog num- 
ber (70.2/8042-8123). This last is a 
fractional code symbol of which the 
numerator means “ethnology Borneo” 
(archaeology, ethnology and _ physical 
anthropology being anthropology’s three 
basic “subjects”). The denominator in- 
dicates that these 82 specimens are num- 
bered from the 8042nd, so far acquired 
in the numerator’s category, to the 
8123rd inclusive. The department cata- 
log number will follow the accession 
through its subsequent recordings, and 
will stick to that collection so long as 
it and the museum survives. 

Accessions may be acquired in one 
of four ways: by gift, purchase, expe- 
dition, exchange, or transfer. In addi- 
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tion, they might be received on loan, 
for examination, deposit, study, ete. In 
any event the accession having been in- 
spected and physically verified, the orig- 
inal accession record sheet goes to cen- 
tral accession files. 

Following our subject case, we find 
central accession files making out three 
white cards for its own enormous in- 
dex: one indexed to accession number, 
another to subject, and a third to donor. 7 
After these cards have found their 7 
proper places in appropriate fireproof 
eard index files, a blue card is trans- 
mitted to the anthropology department 
through executive administration. That 
office sends to the donor a formal ac- 
knowledgment signed by the secretary 
of the museum. 

In this whole operation much saving 
of time and labor has been effected by 
the simple use of the decimal figure in 
the fractional symbol’s numerator. That 
“decimal point 2” in our example opens 


(Continued on page 102) 





Are You Summarizing 
The Easiest Way? 


OSCAR F. MOORE 
Office Methods Specialist, Johns-Manville Corp., New York. 


N a large manufacturing concern 
| there was occasion recently to de- 
termine quickly the quantities of cer- 
ain grades of a raw material needed in 
he next quarter. The desired answer 
Was quantities by grade of raw material 
or all plants of all divisions of the com- 
pany. The information was available, in 
‘What each plant prepared a report stat- 
ing its expected consumption of each 
ade of material in each month of the 
ext three. 
This, then, was a clear problem of 
Summarizing. Furthermore, it was 


@learly a problem of hand-summarizing 


s the data were not available on 
@unched cards. The job was assigned to 
® clerk in the accounting department 
Who produced the correct answers in 7 
Working hours. On another occasion a 

erk in a different department did the 
identical job, and had available the same 

Dols in the way of detailed reports, elec- 

Fic adding machine, etc. In this instance 

he task was done in 4 working hours. 

4 A saving of 3 manhours, or 43%, in 
brformance of a relatively simple and 
requent task would not ordinarily 
farrant attention, but in this case, the 
ifference had to be ascribed to method 

s both clerks were good workers and 
@s conditions were so similar. Inquiry 
revealed that the clerk using 7 hours to 
do the job had transferred the detail 
figures to a recap sheet and summarized 
them there. The other clerk had added 
detail’ figures in certain classifications 
and had transferred only sub-totals to a 
reeap sheet. 

This example of the importance of 
method in the work of summarizing by 
hand has led the author to do some re- 
search on the problem in the hope of 
finding principles which could be used 


by others concerned with accounting and 
office methods. 

Two facts, promptly uncovered, lead 
to the conclusion that discovery of the 
principles of efficient summarizing 
might prove of considerable value in 
helping to cut the tremendous cost of 
paperwork. These facts are: 

1. Summarizing by hand is a funda- 
mental and inescapable task in almost 
all statistical and accounting work. In 
concerns not large enough to use 
punchéd card accounting it is, perhaps, 
as prevalent a type of work as any 
other. In concerns which use punched 
eard methods there remains a very large 
volume of hand summarizing, performed 
in offices and fields of work other than 
those which the tabulating equipment 
serves. 

2. There has been very little, if any, 
research devoted to the principles of ef- 
ficient hand summarizing. This conclu- 
sion is reached after a diligent search of 
libraries, and after inquiry of leading 
business schools, the Department of 
Commerce, and manufacturers of office 
equipment. 

The act of summarizing is the elimi- 
nation of detail—the intentional losing 
of one or more classifications. Essen- 
tially, one about to summarize facts has 
those facts in complete detail. In the 
ease cited above the clerks had at hand 
the quantity of each grade of material 
needed by each plant in each of the next 
three months. There were, in this case, 
three classifications: grade, plant, 
month. 

When there is only one classification, 
there is only one possible way in which 
to summarize—addition of quantities for 
all instances of that classification. 

Problem: We know the population by 
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states. What is the population of all 
states? 

When there are two classifications, 
there are three possible ways in which to 
summarize. It is possible to find the 
total (1) disregarding the first classifica- 
tion, but preserving the second classifica- 
tion; (2) preserving the first classifica- 
tion, but disregarding the second; or (3) 
disregarding both classifications. 

Problem: We know the carloads of 
each vegetable shipped east from each 
county in California during 1949. Pos- 
sible summarizations: 


1. How many carloads of all vege- 
tables came east from each county? 

2. How many carloads of each vege- 
table came east from California? 

3. How many carloads of all vegeta- 
bles came east from California? 


When there are three classifications, 
there are seven possible ways in which 
to summarize. This is illustrated by the 
case cited at the beginning of the article. 
As has been pointed out, there were 
three classifications: grade, plant, 
month. 

Problem: We know the requirements 
of each plant of each grade in each 
month of the next quarter. Possible swm- 
marizations: 

1. How much is needed of each grade, 
all plants, entire quarter? 

2. How much is needed of each grade, 
by plant, entire quarter? 

3. How much is needed of each grade, 
all plants, in each month? 

4, How much is needed of all grades, 
by plant, entire quarter? 

5. Hew much is needed of all grades, 
by plant, in each month? 

6. How much is needed of all grades, 
all plants, in éach month? 

7. How much is needed of all grades, 
all plants, entire quarter? 


Similarly, when there are four classi- 
fications, there are fifteen possible ways 
to summarize. The formula to express 
the number of possible summarizations 
may be expressed as 2"—l, when n 
equals the number of ways in which the 
detailed items are classified. 
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The matter of possible ways in which 
to summarize figures has been outlined 
at some length to provide a background 
for the ensuing discussion of rules 
which, if followed, should ensure doing 
a summarizing job the easy way. 

Many summarizing tasks are repeti- 
tive; the same task performed each day, 
or each week, or each month. Such cases 
warrant a real study to determine the 
best method, as the savings through use 
of the best method will be multiplied 
many times. Every effort should be made 
to have the study fair. In a comparison 
of methods considerable care should be 
taken to have all factors, if not identi- 
eal, at least nearly so. 


When the method which requires the 
least effort has been determined, it 
should be recorded in a procedure. It 
should be recorded in such a way that 7 
each step is spelled out in the order of 7 
performance. It does no good to de- 7 
termine the best method and then fail 
to make it available and clear to all 
potential users. 


Furthermore, the use of the one best | 
method should be mandatory. It is a 
natural human tendency to resist in- 
structions, especially when those instruc- 
tions cover the methods to be used in a 
fairly commonplace act. It is also 
human to cling to the past; to reason | 
that the way which has been used for a | 
long time is good enough for now. These 
tendencies make it necessary that the 
publication of the best method, which 
has been determined by unbiased study, 
be followed by some sort of policing to 
assure that the method is used. 


There are a few rules which, if fol- 
lowed, will assist in finding the easiest 
way in which to make a particular sum- 
marization. As in almost every other 
type of work, it is a great mistake to 
rush into a job of summarization un- 
thinkingly. It is far better and less 
time-consuming in the long run to take 
a few minutes to formulate a systematic 
plan. Study the raw data with which 
you will have to work. Determine just 
what result is needed. Make a plan of 


49 











action which will abstract the desired 
result from the raw material with the 
minimum of effort. 


One of the most important decisions 
in formulation of a summarizing method 
is that of the sub-totals to be taken. 
Basically, there should be no totals taken 
other than those wanted in the end re- 
sult. There are occasions when, without 
subtotals, the end result would call for 
re-adding the detail figures. This is 
clearly less economical of effort than 
aking and recording subtotals during 
he first summarization, the subtotals to 

e added in lieu of the detail figures in 

aking the second summarization. 

An illustration of this technique fol- 

ws. (Obviously, the illustration is very 

uch simpler than are the tasks of sum- 
arizing one meets in every-day office 
ork.) 

BROWN JONES 


Jan. 


SMITH 
Jan. Jan. 
ney | . .43 
14 atc ee 
Te 


Mar. 


pe 
28 


@ Problem: Find the totals for all let- 
rs, all months, by man. Find also the 
tals for all letters, by month, all men. 

* Method: The easiest way to make the 

first summarization is to add the three 

columns and reach one total for each 

(Brown 199; Smith, 177; Jones, 240). 

This would make it necessary, however, 

in performing the second summarization 

(totals by month), to add again each of 

the nine groups of three quantities. To 

avoid adding the same figures twice, it 
would be better to add down each of the 

three groups under Brown, making a 

subtotal for each group, either entering 

the subtotal on the worksheet or identi- 
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fying it on an adding machine tape. To 
obtain totals by man, subtotals are 
added vertically; to obtain totals by 
month, same subtotals are added hori- 
zontally. 

In many summarizations it is common 
practice to post to a recapitulation 
sheet. This sheet may show the final 
summary, or it may be an intermediate 
tool. In either event, it is important 
that its design be well thought out in 
advance. For example, a recap sheet 
should not be a mere listing of the raw 
data, which may have been furnished on 
separate slips. It is far more economi- 
cal of effort to perform an addition as 
figures are transferred, and to post only 
totals to the recap sheet. 

Good design of forms lightens the 
task of summarizing. When the task 
is one which is done regularly, the apt- 
ness of the form for summarizing should 
be uppermost in the form designer’s 
mind. Certain principles which may ap- 
pear obvious are frequently overlooked: 

(1) Forms should be designed, when- 
ever feasible, for vertical addition, as 
opposed to horizontal addition. In addi- 
tion without a machine the advantages 
of vertical addition are most pro- 
nounced, of course, due to the position- 
ing of corresponding digits in columns. 
Even when an adding machine is used, 
vertical addition is to be preferred over 
horizontal. 

(2) Judicious use of color is often an 
aid. Color has its best application in 
the choice of paper or printing ink for 
the various copies of a multicopy form, 
but it can be applied also to the pencil 
or ink used in adjacent columns of a 
form. For example, clerks may be in- 
structed to use green in column 1, red 
in column 2, blue in column 3, ete. 

(3) Pegboard design may greatly 
facilitate summarization. 

A word might be said about the tools 
to be used in a summarizing job of some 
size. Certain jobs involve the aceumula- 
tion of figures appearing at regular in- 
tervals in a long listing or large tabula- 
tion. For example, it might be desired 

(Continued on page 68) 
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BURROUGHS MICROFILMIN 


Every business has its indispensable records— documents t 
contain the vital information it lives by. And every busin 
risks the loss of this information as long as its only reco 
are on paper. 

It’s a needless risk, too. Every business record can be ma 
permanently secure . . . easily, quickly and inexpensively. 
Every business record can be reduced to a small fraction of its 
original size . . . conveniently stored in small fireproof safes 
or metal containers, or mailed away for safekeeping. Every 
business record can be safeguarded with Burroughs microfilming. 


Burroughs can help give your vital records the protection 

Bell & Howell Recorder they need . . . can help you apply the speed and economy of 
pavamipowee to both the day-by-day and year-by- 

icrofilm equipment built year record keeping of your Rot Boar Find out how 
id by Bu —call your Burroughs office today or write for your 

copy of the booklet “Safeguarding Vital Records.” 
Burroughs Adding Machine Co., Beerait 32, Mich. 





WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 





Victor Custom 
Model 70-85-54 add- 
ing machines are 
used by Statistical 
Tabulating Co., Chi- 
cago, in checking 
statistical work. Also 
shown is the IBM 
Type 10! electronic 
statistical computer 
and an IBM. Model 
604 electronic cal- 
culating punch. 


Na is Wiest aa le gi 


Adding Machine Tapes 
Guide Statistical Work 


N the Chicago offices of Statistical 
Tabulating Co., a regular desk add- 
ing machine is an important ad- 
ct to an electronic calculator in a 
tistical analysis procedure not un- 
mmon to larger offices. According to 
bert J. Kinzig of Statistical Tabu- 
ing Co., all the source material they 
ive, such as invoices, time cards, in- 
tory tickets, insurance premium bill- 
, ete., are accompanied by adding 
hine tapes. “We refer to them as 
our predetermined total tapes,” stated 
Mr. Kinzig, “because they are con- 
sidered important enough to us that we 
insist on an adding machine tape as one 
of the conditions under which we under, 
take any tabulating job.” 

As the finished reports are released 
from the tabulating department, the sub- 
totals created by the tabulators are added 
to check them against the tabulating 
equipment’s grand totals. These in turn 
are checked against the predetermined 
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total of the adding machine tapes sup- 
plied by the client. 

Adding machine tapes often are used 
also to record serial numbers of inven- 
tory record sheets and pension file 
records. These tapes are filed with the 
control figures and are considered proof 
of handling in any discussion with a 
client. Using adding machines for cross- 
adding market research tables, to bal- 
ance number of mentions for each class 
of answers with total mentions for all 
classes, is invaluable when’ an error is 
detected because the labeled adding ma- 
chine tapes can be referred to after the 
original tapes have been returned. 

Should a key punch operator punch 
an error in the money amount on any 
job, the adding machine tape originally 
created as a predetermined total tape 
can be laid alongside the tabulating list- 
ing and errors easily detected by just 
glancing down the tape and tabulated 
report. 
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BECAUSE THEY'RE MADE FOR EACH OTHER 


uper-Klon + Spi 
Spirit Carbon Duplicator < 


Together they reproduce hundreds of brilliant, —< 
high-quality copies in a matter of mere minutes. 
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FORMS! 


need complicated carbon-interleaved forms 
size or combination of sizes to speed up dis- 
on of information, cut down clerical errors, 
your record-keeping costs...call on Federal! 


Seer ug ae = 


We design and print forms to solve your every busi- 


ness problem. 


Federal forms are precision-printed on the fastest, 
most modern machines available. Federal service is 





prompt. Federal prices are attractive. Ask us to 
quote on your next job. 





business Produc?s, me. 9 Goro st. . New YORK 38 * CO 7-8850 
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How a College Helps Business 
Train Office Supervisors 


BERNARD MINTZ 


Coordinator, Supervision & Office Management Intensive Business Training 
Program, City College School of Business, New York 


cult for management personnel to de- 

vote adequate time to the planning 
of employee training programs. Defense 
production demands pyramided on top 
of a tight labor market will create man- 
power and training problems greater 
than any previously faced by American 
industry. Materials, allocation, credit re- 
strictions, wage and price controls will 
tend to force cut-backs in civilian pro- 
duction. White collar workers, with their 
comparatively depressed pay scales, may 
shift toward the better paid plant jobs. 
The problem of training for new job 
skills will be a vital one and the key man 
or woman in that picture will be the 
supervisor. 

The supervisor is the key to sound 
employee training because he is involved 
in training all the time. Training is a 
continuous process. Every employee con- 
tact gives the supervisor opportunities 
for informal training. A partial list of 


Te tempo of our times makes it diffi- 


specific instances when the supervisor 
serves as a teacher would include intro- 
ducing a new employee to his job, de- 
veloping the employees’ skills in the new 
job, handling a grievance, giving a rep- 
rimand or even correcting a mistake. 
Accomplishment in this aspect of the © 
supervisor’s job requires skill in hand- 7 
ling people. Can this be taught? We 7 
know it can. Here is one way. § 
The Intensive Business Training Pro- 7 
gram of the Evening and Extension 7 
Division of the City College School of | 
Business has developed a new approach 
to the intensive training of supervisors 7 
as a segment of our new Management 7 
Training Service. With the overall ob- 7 
jective of expanding the services of the 
college to meet the needs of the business ¥ 
community, the Management Training F 
Service makes available to industry in 
the metropolitan area the vast experi- 
ence and resources of the college in all 
of the fields of management including 


Using the role-playing technique to train office supervisors at New York City College. 
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_ Louis Pink, chairman of the board, Associated 
) Hospital Service of N. Y., presents Certifi- 
cate of Completion to a Blue Cross office 
_- supervisor. 


hat of supervisory training. Colleges in 

other cities might inaugurate similar 

programs. 

» Our supervisory training is best de- 
ribed by taking you through a typical 
stallation cycle which begins with a 

bompany inquiry coming to our Manage- 

@ment Training Service for information 
m our program in supervisory tech- 
iques. Inquiries usually stem from top 

@nanagement personnel—the president of 

fhe smaller company to the personnel 

lirector of the larger company. An ap- 
ointment is made for the college pro- 
am coordinator to meet with a com- 
any committee. At this meeting the co- 
rdinator outlines the course objectives, 
ipproach and methodology. 

The overall program objective is to 
evelop better supervision and the pro- 

am is intended as a refresher for cur- 


Conference leader 

illustrates a point at 

a group meeting of 

supervisors in the 

company's _ board 
room. 
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rent supervisors or a training program 
for those about to assume supervisory 
responsibilities. Emphasis is placed on 
supervisory skills, knowledge and atti- 
tudes. The program is adaptable to the 
needs of either office or plant supervisory 
groups. 

The approach is to tailor-make a pro- 
gram to the specific needs of the parti- 
eular company. Flexibility is the key- 
note. Unlike the usual college “course” 
with its rigid outline, the outline for 
this program is constructed to meet the 
supervisory training needs of one com- 
pany. It is not unusual to find that all 
these needs are not always apparent to 
the company committee so the college co- 
ordinator may survey key supervisory 
personnel for their suggestions of train- 
ing areas. This survey also serves the 
purpose of preliminary motivation of 
participants by having them help plan 
their own training program. 

When the survey is completed the eo- 
ordinator submits his proposed program 
outline to the company committee for 
final approval. A typical 10-session, 20- 
hour program might inelude the follow- 
ing topics: 

1. Meeting the Responsibilities of the 
Supervisor. 

2. Building Teamwork—Getting the 
Best from People. 

3 & 4. Maintaining Discipline. 

5. Giving Orders. 

i (Continued on page 112) 
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modern 
way _ 


right in your | 
own office! 
...and save money, ' 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC plastic bindings | 








You can definitely im- 
prove the effectiveness 
of your catalogs, presen- 
tations and reports with 
colorful, handsome GBC 
plastic binding. 


ght Bly, 


s 
‘( 
we 
e 
° 
*eonn® 


General Binding 
Corporation 


+ 


Add prestige . . . utility . . . attention-compelling 
appearance to reports, catalogs, presentations, and all 
printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly .. . economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
typewriter . ... saves more than 50% over old fashioned 
fastener-type covers. Anyone can operate. 


Please send me, without obligation, 2 free memo books... and your new illus- 
trated portfolio packed with timely information and prices on this modern 
binding system. 











Company 
Address. 








General Binding Copoation 


812 W. Belmont Ave., Dept. O-8, Chicago 14 
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NOMDA's new officers, |. to r., Harold Mann, Los Angeles, executive secretary; John D. 
Romano, Fresno, Calif., secretary; Liston Jackson, Fort Worth, president; Jack Weiner, Chi- 
cago, vice president; Harry C. Van Zant, Dayton, treasurer. 


Fair Trade Discussion Features 
126th Annual NOMDA Convention 


ETROIT did-a commendable job 
last month as host to the National 
Office Machine Dealers Assn. where 
26th annual convention was held 

om June 28 to 30. The more than 300 

ple who registered came to a 

OMDA convention which in all ways 
sasured up to the standards set by 
ecutive secretary Harold Mann in 
vious years. 

As usual, a basic and effective attrac- 
n was in the trade exhibit where some 
manufacturers of typewriters, adding 

machines, duplicators, accessories and 
supplies displayed their wares. Some of 
the products shown were new and re- 
ceived much attention and interest. The 
timing of the exhibit, so that interfer- 
ence with the business sessions and 
social activities would be eliminated, was 
well planned and executed. These dis- 
plays have become a worthy educational 
addition to NOMDA conventions. 

The different business sessions evoked 

praiseworthy comment. To great extent, 
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the former practice of featuring re- 
nowned speakers on the program was 
substituted for panel diseussions on 
timely and appropriate topies currently 
of interest to the industry. The recent 
relaxation in the Fair Trade laws re- 
sulted in a complete session being de- 
voted to a clinie on the subject. Another 
panel had to do with- government con- 
trols and a third: with specialized dis- 
cussion of typewriter and adding ma- 
chine problems. A liaison meeting be- 
tween wholesalers and manufacturers 
was also held. 

After a lengthy and interesting dis- 
cussion on the maintenance of Fair 
Trade regulations, the members unani- 
mously passed the following resolution: 

“Whereas this association and the 
members thereof have been and will be 
seriously affected by the chaotie price 
conditions which will arise because of 
the recent Supreme Court decision in 
the Calvert Distillers Corp. case since 
that decision in effect nullifies the vari- 
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THE COMPLETE HEAVY DUTY PORTABLE 


Hermes is first with the only com- 
plete heavy-duty portable—and only 
the Hermes “2000” has all three 
essential features 
1, Automatic lightnin 
margins—left an 
right 


2, Exclusive 
*Uniclear” — 
flick to i- 
tively clear 
all tabulator 


stops 





is g 





3, The automa- 
tic tabulator 


Tell me more about the Hermes ‘2000 


For performance, we challenge 
anyone to compare the Hermes 
“2000” with any office or port- 
able typewriter—it’s “touch” — 
it’s alignment — it’s type-face — 
its features—for heavy duty plus 
portability—only Hermes has it!! 


PAILLARD PRODUCTS, INC 
Dept. OM8, 265 Madison Ave., New York 16, N. Y. 


| deplete tents | 
2 an ae ae Oe es ee ee ;, 
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ous Fair Trade Laws of the several 
states, now therefore be it resolved that 
this association petition the Congress of 
the United States to amend the present 
Miller Tydings Act to include a pro- 
vision permitting that non-signers of a 
Fair Trade contract with notice of such 
contract may be bound by the terms of 
such a contract regardless of whether 
non-signers are parties to the contract 
to the end that Fair Trade Laws of the 
several states may be effective to ac- 
complish their purposes.” 

Liston Jackson of Fort Worth, Texas, 
was elected president. He made a 
splendid vice president last year, per- 
formed valiantly in pinch-hitting for the 
late president Toussaint and he can be 
counted on to serve the association with 
zeal and intelligence. Jack Weiner of 
Chicago is the new vice president and he 
comes to his job with experience as a 
former president of the Chicago chapter. 
John D. Romano of Fresno, Calif., long 
active in association affairs and a good 
representative from the west coast, was 
elected secretary. The new treasurer is 
Harry ©. Van Zandt, Dayton, Ohio. The 
untimely passing of Ed Toussaint on 
the eve of the convention was evident to 
many who missed this NOMDA presi- 
dent and who appreciated his untiring 
activity in association work. Decision 
was taken to hold the 1952 NOMDA 
convention in Dallas, Texas. 


< 


NOMDA officers and directors. Top row: A. 
Dolhanyk, Gordon Miller, Samuel Stein, Travis 
Jones, Israel Meizner, W. AA. Johnston, Jack 
Teeter, Irwin Vincent, David Ligon, Edward 
Pfitzenmaier, D. L. Keeney Jr., Harold 
Steinke, John Stifter, Charles Chappell, J. W. 
Johnson. Middle row: Earl DeGroot, Jack 
Weiner, John Romano, Liston Jackson, Harold 
Mann, Harry Van Zant, James P. Ward, Anne 
Bogdanffy, M. Teschion, Harvey Miner. Bottom 
row: Jack Burnim, J. O. Waedekin, Nicholas 
Fucci, Charles Meyers, Larry Walter, Miller 
Huggins, Wilbur Walker, Ivan Fifield, Robert 
Randazzo, Elmer Anderson, Al Garrigan. 
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BE SMART MAKE (7 SHARP! 


| JONGHORN 


' CARBON and 
RIBBONS 


Whether it’s the V-P’s important 
correspondence or an intra-office © 
memo—make it sharp with 
Longhorn carbon and ribbons! 
Top-quality in every way, 
Longhorn Plasti-Carbon makes 
sharp, clean copies over and over ‘ 
—won’t slip—won’t curl, in any 
weather—won’t smudge or “tree.” 
Handles easily, corner-cut for 
easy removal. Choose the backing 
that pleases you—Longhorn 
Plasti-Carbon or Wax-Back 
Carbon—for top performance. 
Available in the right weight and © 
finish for every job. 





Sse. 


AER AE NASS lA et ange 


And for perfect companion quality— 
use a Longhorn ribbon . .. you'll 

call it the “perfect ribbon."’ Non-filling, 
sheer yet tough. Types clean and 
sharp—brings praises from the most 
meticulous person! 





Send today for your 
copy of 


WHAT’S YOUR BRAND? 


Longhorn's fascinating little 
booklet about famous 


Southwestern cattle brands. AMERICAN CARBON 


‘ Handsomely illustrated— 


free for the asking! PAPER MFG. co. 





Grea7 wamts IN INDUSTRY 


DESK TOP EQUIPMENT 


Quality, efficiency and years of dependable service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constont- 


flowing, all-round writing 
implement that holds o 
full 2%, ounces of ink for 
months of writing without 
refill, Absolutely will not 


flood. Choice of five quick- 


ly reploceable “thread-in” 
points — extra fine, fine, 


THERE 1S WO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested 
and approved at factory 


medium, brood, stub. for writeability 


STURDINESS e EFFICIENCY 
SMARTNESS 
These are combined in the 
superior design of all Desk Top 
Equipment manufactured by 
THE BERT M. MORRIS CO. 


The setting shown — pen set, 

memo pad, letter tray, ash tray. 

bookends and phone rest are a 

rich appointment to any desk — a 7 

the stamp of an exacting. effi- MEDIUM 
4 cient executive’ The complete ~<a 

setting retails for little more than N 
BERT M. MORRIS CO. Desk Top Package Deals 100 and #200 Ht tne cost of onc higher priced. ~~ 
Inquire about the surprisingly low cost of completely comparable fountain pen set —= 
furnishing a desk with these items. ope 


\ 
NEV 


- BOOK END: 
cient and economical pen inexpensive book ends to two types With jewelers point suspension allows ash tray Glass lined. per- 
set with “‘thread-in"’ point match modern office fur- bronze bar that drops as a is from entire front fect for any desk or con- 
section A rea) time and  niture Paper is used. or standard and both sides Tiers ference table. 

Toney saver in any office. box style quickly added, legal or 
letter size. 


BERT M. Mor RIS CO. vepr.0-1,8651 west THIRD STREET—LOS ANGELES 48, CALIFORNIA 
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t last— MEMO PADS—available in LETTER TRAY—strong two ASH TRAY—Areal He-Man 

















Biggest Problems 
For Office Managers 


J. L. BATCHLER 
Secretary, Kansas City Life Insurance Co., 
Kansas City, Mo. 


Present conditions would lead one to 
believe that the problems facing the 
office manager today are even greater 
than they were during the depth of 
World War II. During that war we knew 
where we were going. There was a fore- 
seeable end. Now, we have uncertainty. 

Wages, equipment, and supplies, are 
generally higher than they have ever 
been. This requires more careful selec- 
tion of personnel and more efficient use 
of supplies and equipment to stay within 
allowable costs. Notwithstanding ideas 
to the contrary, a profit is still essential 
to good busines management. Where 
profit is eliminated, business cannot long 
survive, 

Then we also have the specter of in- 
flation making itself increasingly appar- 
ent on all sides. This forces one to a 
careful check of future needs. It in- 
jects into the picture the necessity for 
prudent judgment in self-preservation 
as against reckless hoarding. One must 
recognize the urgency of national defense 
all the time, not only when war seems 
iminent. As war appears to draw closer, 
it becomes increasingly important to cor- 
rectly appraise the needs of the future; 
to buy those things and services essential 
to the continuation of the business; but 
only those items that must be had to 
carry on. 

We, at the Kansas City Life, have en- 
deavored to do jist that. We are trying 
to properly evaluate the various clerical 
positions so that the salaries paid will 
be sufficient to keep the turnover to the 
minimum and to keep our older associates 
reasonably satisfied and, at the same 
time, to be consistent with salaries paid 
for similar work by other firms in the 
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“DOME RECORD” Sales 


Jumped 50% over last year 
and 125% over last 2 years. 


NEW SOCIAL SECURITY LAW 
for SELF EMPLOYED 
Has Created A 
BIG PUBLIC DEMAND 
For A 
SIMPLIFIED WEEKLY 
BOOKKEEPING RECORD 


Bsoheepet This beautiful 
Ne nee, FOR and attractive 
ath ae display case 
THIS = shipped FREE 
with every 


DOME RECORD 


Gives You 
e EASY SALES « BIG PROFITS 
e A SURE REPEATER 
Retails for $3.00 
No Refills Are Sold 
Sold in Stationery Stores Everywhere 


ORDER FROM YOUR DEALER TODAY 
OR FROM 


DOME Publishing Co., Inc. 


30-36 Smith St. ¢ Providence 3, R. |. 


“Tae siipig tap Bat PAS a iaaR aoe. 








S am a Direct Mail 
a ¢ 


50% of all executives see me*. 


49% are influenced by me in 
reading my contents*. 


You can increase materially 
he reading of your direct mail 
by attractive and unusual en- 
elopes designed by Sheppard. 


# ENVELOPE CO. 


1 Envelope Terrace 


Worcester 4, Mass 


* 
TIDE 
The Newsmagazine for Advertising 
Executives 





NAciuiadton acuianiines ical 


community. We have purchased or ordered 
only that equipment and those supplies 
which we feel to be essential to the 
operation of our business for the reason- 
ably foreseeable future. We are continu- 
ing a modest plan of modernization of 
our home and field offices which has been 
in process for several years. We have 
always endeavored to keep our lighting, 
our office equipment and machinery and 
working facilities in good condition all 
of the time. If the situation should be- 
come more acute, we will no doubt be 
forced to consider the use of more part 
time employees, of older or retired 
workers or more than one shift. Our 
five-day week of 38 hours and 20 minutes 
may have to be increased. 

For many years we have microfilmed 
old or lapsed records which we have 
then destroyed. To gain space, we are 
re-examining this problem with the 
thought of microfilming more records 
for destruction. As a fire or catastrophe 
protection, we are microfilming all of our 
basic record ecards. That is, the policy 
history accounting cards, the mortgage 
bond, real estate and policy loan ledger 
ecards. The Recordak we are using has 
an automatic feed and makes two films 
at the same time. One set of films will 
be sent to one of the western states for 
safekeeping and the other will be stored 
in a small Missouri town. New cards and 
terminations will be photographed cur- 
rently and a complete new run will be 
made about every five years. 


Our contribution to the preparedness 
efforts will be to do everything we can 
to accomplish a better job of office ad- 
ministration; to use only that personnel, 
that equipment, and those supplies that 
are absolutely necessary to properly con- 
duct our business. In previous emergen- 
cies, particularly in the last war, the 
life insurance business contributed much 
of the money and many of the key men 
to the effort. This we would do again 
and are now doing during the prepared- 
ness effort. God grant that none of us 
will be required to do more than be 
prepared and that He will give us the 
wisdom to do that effectively. 
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More Work Done...Less Time Wasted With 
THIS STAPLER ON EVERY DESK! 


BOSTITCH B8R STAPLER 
and REMOVER, too 


Costs so little — you can put this 
Bostitch Stapler-Remover on every 
office desk. Stop time losses from 
desk-to-desk borrowing. Do away 
entirely with less efficient fastening in 
your office. 

The staple remover greatly in- 
creases efficiency. Attached to the 
stapler itself, it is always handy — 
never mislaid — flicks staples out as 


Attach this coupon to your letterhead & 
BOSTITCH 
ones, MORNE 
fastens it better, with wire 


Trade-Mark “Bostitch” Registered U. S. Patent Office 
and Foreign Countries 
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N0.0THER 
STAPLER 
DOES SO MUCH... 
SOWELL... ANO AT 
SUCH A LOW 


easily as it puts them in. Makes 
stapling the thing for temporary 
fastening — yet so permanent when 
you want work to stay together. 

Find out how easy . . . and how in- 
—- it is to get 100% stapling 
efficiency ... with Bostitch. Call in 
your stationery supplier, or send this 
coupon with your letterhead. 








Which pile of work was written 


The bigger pile, of course! 


For Royal Electric speeds up any kind of office work 
immeasurably. You can increase letter writing... turn out 
more invoices ...increase stencil production... free typing 
personnel for other work. 


Learn about these and other cost-cutting possibilities now! 
Find out how Royal Electric can bring office costs down. 


Royal Electric is the long-preferred Royal Standard with 
power added. Like the Royal Standard, it is made by the 
world’s largest manufacturer of typewriters. Royal makes 
the finest, most rugged, most dependable writing machines 
ever built. They stay on the job longer . . . less time out for 
repairs. 


Hint to management: Want to raise morale among your 
typing people? Get Royal Electrics. They virtually banish 
operator fatigue! 


STANDARD 


QYAL 


ELECTRIC 
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Made by the World’s 
Largest Manufacturer 
of Typewriters 
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SEND IN 
COUPON NOW! 


Royal Typewriter 
Company, Inc., Dept. 50 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the bro- 
chure, “‘Picture of Progress,”’ de- 
scribing the Royal Electric. 








Company 














WAYS TO 
REDUCE 


| ACCOUNTING 
COSTS 


CESCO'S 
MULTI-RITE 


Accounting Pegboard 


The new way to record 
data increases efficiency 
because one writing gives 
3 or more complete 
records. Excellent for Pay- 
roll or Accounts Receiv- 
able—saves 2/3 in time. 











CESCO'S 


FLAT-RITE 
Visible Binders 


The Visible Binder with 

‘ automatic shift that opens 
20% closer to the desk— 
giving a smoother, flatter, 
writing surface. Records 
are neater—easier to read 
and locate. 








Get Complete Details. 
Write For Descriptive 
Literature Today. 





. eppard ‘ 








Easiest Summarizing 


(Continued from page 50) 


to pick up every second, or fourth, or 
fifth figure in a vertical column. Or it 
might be necessary to accumulate hori- 
zontally every third, or sixth, line in a 
tabulation. In such tasks a simple mask 
is frequently a big help. The mask is no 
more than a paper or cardboard strip 
or sheet with cutouts which fit exactly 
over the figures to be accumulated. 

For certain types of accumulation, a 
duplex adding machine is better than 
the more common simplex machine. A 
duplex enables the operator to store 
totals in the machine for the accumula- 
tion of a grand total. In the above il- 
lustration, under the subject of sub- 
totals, a duplex adding machine would 
make it possible to add vertically each 
of the three months under Brown, ob- 
tain and list a total for each month, and 
automatically obtain and list a total for 
all three months. With a simplex ma- 
chine it would be necessary to obtain the 
total for all three months by picking up 
the previously-accumulated totals of 
each month. 





“He won his letter at the school 
of business and finance.” 
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Modern business and profits are dependent upon 
fast, accurate record handling. Modern, efficient. 
American Lithofold “Planned” Business Forms cut 
office, sales and service costs appreciably, just as 
they have done for top firms the country over. 
They eliminate non-productive “form-writing” 
hours, simplify and speed the flow of work and 
bring down expense of recording any business 
operation. American Lithofold’s “4-STEP” ANAL- 
YSIS can streamline your current business form 
procedures, too! = 


_—_— 
ee ee 











SSeS 


teaveo LITHOSET 


Easy to insert, easy to de-leave. 
Available in all sizes, pre- 
punched to “planned” specifi- 
cations. Perfect alignment where 
handwriting is advisable. 





eaweon | ITHOSTRIP 


Many-purpose Lithostrip fits in- 
to the efficiency-program of 
every department; shipping to 
advertising, sales to accounting. 
Fits typewriters and all fully 
automatic machines such as 
teletypes and tabulators. 





¥ico LITHOFOL 


Used widely in trucking, 
road, airline industries, wher- 
ever mass, single-purpose forms 
(such as bills of lading) are fe- 
quired. Used on fanfold ma- 
chines. Can be supplied fully 
or partially interleaved. 


AMERICAN LITHOFOLD CORPORATION 





BITTNER STREET Te | tous +s MISSOURI 


[] SEND SAMPLES of “Planned” Forms you have pre- 
pared for others in the industry. 


(1) WE WOULD LIKE to have an obligation-free 4-STEP”’ 
ANALYSIS of our business forms. 


COMPANY NAME 

ADDRESS 

city ZONE___ STATE 
SIGNATURE 


WRITE FOR SAMPLES 
of “Planned” Forms used by 
firms similar to yours. 
MAIL the COUPON for 
your obligation-free ‘4- 
STEP” analysis and 
recommendation. 


























"51 National Business Show! 
October 22nd to 27th inclusive 


They'll all be there—the newest and the 
finest in office machines and equipment. 
lf you want to see what’s new and who has 
it, it will be at the biggest show of all since 
1904— the Nationa Business SHow! 


National leaders fromm 
industry and Government will lead this 
year’s Office Week Forum in a series of 
helpful, down-to-earth meetings office 
executives can’t afford to miss. 


THE BIGGEST SHOW -— where all new products 
are introduced to the biggest audience. 

THE LARGEST MARKET — national in scope and 
held in New York — world center of business and 
finance — where policy is made. 

THE BEST PLACE — in space designed for dem- 
onstration and display and worthy of your product. 
THE RIGHT TIME — at the beginning of the busi 
ness year and buying season. 


tor details... 


NATIONAL BUSINESS SHOW 
33 West 42nd St. » New York 18,N.Y 


PEnnsyivania 6-6760 td 





USAF Supply Control 


‘HE Supply Division, Air Materiel 

Command, has inaugurated a supply 

control system to speed worldwide 
delivery of supplies and keep an up-to- 
date account of the whereabouts of all 
eases and items shipped by the Air 
Foree. Electrical accounting machines 
make an accurate record of each case 
and item from the time they are requisi- 
tioned at a far-flung world point, 
through an Air Force depot, water or 
aerial port of embarkation, port of de- 
barkation, and, finally, oversea base or 
other using activity. 

Oversea activities are provided with 
advanced information on all material 
enroute to them, in two different reports 
forwarded to the oversea activity at time 
of vessel sailing. One report contains a 
listing of all cases aboard the vessel in 
case number sequence and indicates the 
contents of each case. The other lists 
each item, total quantity of the item 
aboard the vessel, and total number of 
eases in which item is contained. The 


A teletype reperforator at Wright-Patterson 

Air Force Base, Dayton, Ohio, receives re- 

quisitions from overseas. The tape is used to 
make punched cards. 
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exact route of any case or item is known 
at all times. Shipments lost in transit 
can be duplicated without delay. A 
method is provided for redistribution of 
supplies at port of debarkation, elimi- 
nating double handling of material. 
Shipments can be diverted to various 
ports of embarkation, or from surface 
transportation to aerial shipment, with- 
out loss of case-and-item control. 

A world-wide teletype and radio sys- 
tem speeds supply requisitions from 
oversea installations to a monitoring 
point in the U. S. Approximately 120,- 
000 different supply items are under 
ease-and-item control monthly. Physica! 
handling of supplies is controlled by a 
port Air Materiel Officer at the port of 
embarkation from which supplies are 
shipped overseas. 

The Supply Division recently dupli- 
cated, within 48 hours, a 5000-ton cargo 
which was lost when a freighter struck 
a reef in the Pacific enroute to Japan. 
When news of the accident was received 
at the San Francisco Port of Embarka- 


Perforated teletype tape automatically pro- 7 

duces punched cards on an IBM tape-con- 

trolled card cutter. (Photos by Air Materiel 
Command, USAF) 


tion, duplicate case-and-item cards 
were sent to the Air Materiel Area 
Depot, at Sacramento. The cards showed 
the depot each item on the ship and 
within two days duplicate supplies were 
shipped to the San Francisco Air Ma- 
teriel Officer for shipping to Japan. 





‘paper makes a difference!”’ 


A CORRECT PAPER 


FOR EVERY USE! 


. rag bonds for letterheads with 
envelopes to match . . . onion skins 
and manifolds for multi-copy rec- 

ords . . . legal sizes, plain, legal or 

testimony ruled . . . printed “Copy”, 
manuscript covers . . . ALL pack- 
aged in convenient hinge-top boxes 
that fit any desk drawer .. . 


ASK YOUR STATIONER FOR 


EAGLE 





()| PAPERS 


APE 











AMERICAN WRITING PAPER CORPORATION 
HOLYOKE MASSACHUSETTS 
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CONTROL BOARDS 


Graphic Systems, 55 West 42nd St., 
New York 18, N.Y., makes Graphic 


Visual Control Boards the use of which 
is fully described and illustrated in their 
free 24-page booklet No. 100. The book- 
let shows how visual contro] systems 


LOBRELERLEICRSTE 


4 


ave time, money and prevent errors. 
pVperation of visual controls for produc- 
ion, scheduling, inventory, sales and 
bther progress controlling is fully de- 

ribed and illustrations show how to 
met up and operate a board for any con- 
mtrol purpose. Also shown are sample 
@eard strips and color signals. This book- 
@iet, ‘‘Seeing Is Achieving,’’ should prove 
helpful both to offices using control 
boards as well as to others who wish 
to learn more about them. 


DIRECT-PRINT ANALYSIS SHEETS 

National Blank Book Co., Dept. 15, 
Holyoke, Mass., offer free samples of 
their National Translucent Master Ana- 
lysis Sheets for reproduction on direct- 
print photocopy machines (Bruning, 
Ozalid, Pease, etc.). Sheets are avail- 
able in pads of 50 in four sizes and 
an assortment of rulings. They are of 


high grade paper and perfect results 
are obtained by using a soft pencil, 
black ink or opaque typewriter ribbon. 


HAND DUPLICATOR 


Print-O-Matie Co., Merchandise Mart, 
Chicago 54, ll, are marketing the Print- 
O-Stamp which uses the stencil duplicat- 
ing process to print labels, endorsements 
and short messages in large quantities 
by hand. Copy can be typed, written or 
drawn on the stencil which is snapped 
onto the Print-O-Stamp for instant use. 
No skill is required to use this device 
which produces thousands of sharp, clean 
copies from a single inking. A patented, 
large capacity ink reservoir automat- 
ically measures the flow of ink. Pressing 
a knob at top of handle feeds more 
ink which dries fast, won’t smear and 


is waterproof. Print-O-Stamp prints on 
labels, packages, boxes, tags, cartons, 
ete. Stencils are quickly changed as de- 
sired. The complete kit contains all 
necessary supplies: stencils, ink, brush, 
writing plate, stylus and handy metal 
holder which may be fastened to desk or 
wall. 
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General Binding Corp., Dept. 0-8, 812 
W. Belmont Ave., Chicago 14, IIL, offer 
two free memo blankbooks to those writ- 


gummed mailing label, the ©.0.D. tag; 
a gummed copy for use to address cor- 
respondence, for mailing list or other 
records use, and two copies used at pos. 
office instead of postal receipt book. 


ing the above address, to demonstrate the 
plastic binding done on GBC portable 
equipment. They will also send an illus- 
trated portfolio with description and 
prices of the equipment and materials 
used for office binding of books similar 
to the free sample memo books. 


a | a eee 





COLLATING TRAYS 


Thomas Mechanical Collator Corp., 30 
Church St., New York 7, N.Y., an- 
nounces development of trays for greater 
speed and ease in gathering pages by 
hand. Quickly set up on any desk top, 
they save working space. All the pages 
of a job are within easy reach at 








wecehasapac"ece® 


LISTED BY SENDER ___ 


Tw mre NUmeen mane is womoe! 
TOTAL wul OF PuECES 
RECEIVED AT POST OFFICE 














(awe OF #8 Cerise EmPLover) PosTmamE 
AMD BATE OF RECEWT 








All are made with one writing which” 
eliminates rubber stamping parcel, ad- 
dressing labels and C.O.D. tags, filling” 
out amount and money order fee, list-7 
ing mailing record and addressing ship-— 
ment notice or acknowledgement of order” 
to customer and writing post office re-7 
ceipt book. Free samples of these forms 7 
ean be had from above address. Specify ® 
whether you use Post Office Form 3816a-S)_ 
or 3816a-L, 4 











TYPING ERASER-SHIELD * 

Allen & Co., Dept. 7A, 11-15 Vande} 
water St., New York 38, N.Y., have™ 
added an improvement and extra bonus’) 
without increasing the cost of the Allen-7 


natural arm level, eliminating the fa- 
tigue of walking and reaching. Pages 
are simply lifted off the sloping faces 


of the trays with the finger-tips and 
assembled in sets as desired. When 
not in use, trays nest compactly for 
handy storage in a space 914%” x 11” 
x 844”. Literature from above address. 


Cc.0.D. MAILING FORMS 
Lang Equipmert Sales Co., Room 215, 
325 W. Huron St., Chicago 10, IIL, 
makes multiple interleafed carbon C.O.D. 
label forms for parcel post shippers. 
These 5-part forms consist of the 
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Quik Twin Erasing Shield. A circular 
typewriter eraser is attached, by means 
of a snap button, to thé handle of the 
Twin Erasing Shield where it cannot 
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Quick Cure ... Late Paperwork 


NEW- the COPYFLEX ° 


makes copies 
...iIn seconds 


peed your... 
Defense Order Copies 
Customer Invoices 
Accounting Reports 


2 Production Orders 
» Price Changes 


ere’s the new machine that’s revolution- 
ing office systems and paperwork. With 
BW Copyflex you get crisp, ready-to- 
e direct positive copies—in seconds. 
makes errorproof replicas of practically 
ything that’s typed, written or drawn! 
nd they average less than 2c each, includ- 
g all costs for an 81%” x 11” sheet.* 


EED YOUR OFFICE SYSTEMS. Extra 
pies of your source record can do the 
ork of many overlapping forms. Copies 
original orders can double as produc- 
n forms, shipping tickets, invoices, etc. 
pies can be color coded in any of 20 
lor combinations. The possibilities are 
ctically endless. 


Specialists in copying since 1897 


Dept. U-81 100 Reade Street 
( ) Please send me your free booklet A-1078. 


~3 
os 


The Copyflex is a compact, complete, self- 
contained copying machine. Just connect 
to an AC outlet; anyone can operate it. 


REDUCE CLERICAL WORK. By merely 
copying the source record you eliminate 
all transcribing, retyping and proofread- 
ing . . . Errorproof duplicates of letters, 
invoices or reports can be made in a few 
seconds There’s no delay, no tim: 
lost in needless paperwork. 


YOU'LL WANT OUR BOOKLET. It describes 
dozens of money saving applications. Or, 
better yet, why not see the amazing BW 
Copyflex in operation? In either case, bi 
sure to send the coupon today. No obli 
gation, of course. 


*WHAT DO YOU PAY? A re- 
cent survey shows it costs, on 
the average, at least 50c to 
type a single, ordinary sized 
page. 


seeeees CHARLES BRUNING COMPANY, INC. ==@=£<<«a8,; 
New York 13, N. Y. 


{ ) I would like to see a Bruning BW machine demonstrated. 
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get lost and is instantly available for 
use. This device is particularly effective 
for making corrections on snap apart 
forms. The combination shield and 
backer allows the typist to make era- 
sures without smudging or smearing car- 
bon copies. Made of flexible plastic, it 
consists of a top shield with erasing 
apertures, and a solid bottom shield, at- 
tached to handles which permits the 
swiveling apart of the shields. In use, 
the typist swivels apart the shields, in- 
serts the bottom shield in front or be- 
hind the carbon and positions the top 
shield above it over the area to be 
erased. 

The patented Allen-Quik Twin Erasing 
Shield can also be used as a backing 
shield by placing the lower solid shield 
in front or behind the carbon and swivel- 
ing the top shield up out of the way. 
Erasures may then be made without 
damage to carbon copies. Allen-Quik 
Twin Erasing Shields are priced at $1 
each, 6 for $4.50, 12 for $8. 


PLASTIC BINDING PUNCH 


Tauber Plastics, Ine., 202 Hudson St., 
New York 13, N. Y., announces its 
Mighty Midget hand punch for the in- 
expensive plastic binding of catalogs, re- 
ports, presentations, pamphlets, circulars, 
ete., in any office. The machine comes 




















packaged with over 150 Tauber-Tubes in 
durable plastic of various colors and sizes. 
Additional Tauber-Tube plastic binding 
material is obtainable with inside di- 
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ameters from 44” to 1”. Any size sheets 
can be bound together because of the 
side gauge on the punching machine. 
Bound pages lie perfectly flat, yet eacn 
page turns easily. Since Tauber-Tube is 
a looseleaf type binding, sheets can vv 
added or removed at will. To bind ma- 
terial, simply punch the rectangular holes 
in the sheets and insert the plastic bind- 
ing. The Mighty Midget is sturdily con- 
structed by this firm which previously 
made only heavy commercial bindery 
machinery. It sells for only $9.90. 


PORTABLE TYPEWRITER 


Paillard Products, Inc., Dept. OM8, 7 
265 Madison Ave., New York 16, offer 7 
the Hermes 2000 Portable Typewriter 7 
which has all features of standard ma- ‘ 
chines. These include full keyboard (88 7 
characters), automatic tabulator and7 


lightning margin adjustment for right : 
and left margins. The tabulator key can ~ 
also be used as a progressive brake to slow © 


carriage movement if desired. Touch 
is quickly adjustable for light or dark 
write. A typewritten page that has been 
removed from machine can be replaced 
for perfectly registered retyping because 
of an indicator on paper scale. Perfect 
vertical and horizontal rules can be 
drawn on typewritten work by inserting 
a pencil through a hole provided in 
the line indicator. The Hermes 2000 
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Step Up 
Production 


with faster communication 
between Key Departments 


EXECUTONE Intercom puts every department 
at your fingertips—instantly! 


Production moves faster when you 
don’t have to wait for information. 
With Executone you talk to any de- 
partment, anywhere in your office or 
plant—instantly! No time lost run- 
ning back and forth. No waiting on 
“busy” inside phones. You get more 
work done—faster! 

In the New Executone voices are 
amazingly crisp and clear. Installed 
and serviced by Executone-trained 
technicians. Low cost Executone soon 
pays for itself in dozens of ways. 


WRITE FOR NEW BOOKLET H-6 


Lyecilone 


COMMUNICATION & SOUND SYSTEMS 
415 Lexington Ave., New York 17, N. Y. 








is built for high speed typing with a 


| minimum of noise; has high striking 
| power for many carbon copies, triple 
' line spacing, platen release, paper sup- 
' port to indicate end of sheet; back- 


space, margin release and shift lock 


: keys; ribbon change indicator and sten- 
| cil-cutting setting, automatic ribbon re- 


lease and carriage lock, and 44 dull 
finish concave keys. It is attractively 
designed and finished in durable ripple 
with all operating parts chrome plated. 
Available with double-lock carrying case. 
Illustrated descriptive booklet -from 
above address. 


ADDRESSING MACHINE 
Address Mail Fast Systems, Inc., 3026 


| Franklin Bivd., Chicago 12, Ill, an- 


nounce the Roll Master addressing ma- 


| chine which prints addresses from master 
| ecards on a roll at speeds up to 10,000 
; per hour. Addresses on the roll are 


then split apart and affixed to mailing 
pieces. The system uses a 5” x 3” 
paper hectograph master ecard which 


gives 75 to 100 impressions at a frac- 


| tion of the cost of metal plates. The 
| master cards’ die-cut and folded con- 
| struction eliminates carbon smudging 
| during addressing and filing and allows 
| for clean, high speed reproductions. 
| Electric or manual typing may be used 
| for the original master cards. Literature 


with sample master cards and address 
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The most 


fully-automatic 
calculator ever seen 


You actually pay less for this latest and 

Fully Automatic Electric highly perfected electric calculator than for 
any other machine in its class, which means 

FACIT ESA-0 that it pays for itself 
within a short time. And 

because of Facit’s simpli- 





fied, 10-key system, anyone 
can learn rapid one-hand 
touch calculation in short 
order—it couldn’t be easier. 





DUSTPROOF e RUSTPROOF e FOOLPROOF 


A BUSINESS PRODUCT OF 
axtiesoracer ATVIDABERGS inoustrier 


U. S. SUBSIDIARY FACIT INC. 
500 FIFTH AVENUE, NEW YORK 18, N. Y. * PHONE: LONGACRE 5-1095 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
eaivles 

Costs. 


ESLEECK 


Tih Se PAPERS 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Cos etbhcocottbubelem Ore) orb olocohis 


Turners Falls, Mass. 


Ne. int cc A Acs SOO 


roll strip may be had free from above 
address. 


MACHINE-RIBBON CHART 


Dealer Sales Div., Remington Rand 
Ine., 315 Fourth Ave., New York 10, 
N. Y., published a durable wall chart 
which lists ribbon sizes for all model 
typewriters, adding, calculating and book- 
keeping machines of all makes and 
models likely to be still in use. The 
chart gives ribbon widths,’ lengths and 
spool requirements, and is ideal for 
dealers. 


STEEL TYPEWRITER LIFT 
McMahan Bros. Desk Co., 2220 S. 
Hoover St., Los Angeles 7, Calif., has 
developed a typewriter lift for secre- 
tarial desks which is constructed entirely 
of steel. Its simplified design permits 
faster, easier installation without special 


equipment, saving the desk manufacturer 
time and money. An easy, accessible re- 
lease bar enables the smallest secretary 
to release and raise or lower the shelf 
with one hand. By balancing the operat- 
ing bar, the typewriter glides in or out 


Tue Orrice—August, 1951 











HE new mailMaster saves precious time 

and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip. . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 614 lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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MAIL THIS COUPON 
NOW! 


me ee 


COMMERCIAL CONTROLS CORPORATION 
Dept. O-81, Rochester 2, N.Y. 


O Send literature and name of my nearest 
representative. 


1 We would like a demonstration. 


NAME 





FIRM. 





ADDRESS. 








BUSINESS 
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Modern Streamlined 


* COIN CHANGE 


000 satisfied | 
saving-loan, 

ticket offices. 

gr oy 


eMore than 1 
users—banks, 
theatres, stores, ' 

eSturdy aluminum— 


— mmer-tone finish ing. 


ha . 
by ORE g Compact, light we'd 


leading or 

Westers @ Trouble-free—not one met 

spent for service by any cv 

= tomer in 2/2 years. a 
e@ Smooth, efficient operation. 





Modern streamlining does it. 
rs—ONLY 


At bank and office supply deale 
ineering, Inc. 

1 Products Engineering, 
aia Beach Ave., Los Angeles 58, Calif. 


AS ADVERTISED IN... 
Business Week, Banking, Bankers Monthly, 
Burrough’s Clearing House, Savings and 
Loans News, Boxoffice, Railway Age. 


OTHER QUALITY MP PRODUCTS: | 
Satin Finished Aluminum 
SHEET HOLDERS 
AT. CLIP BOARDS 





Strong 
Universal 
CLIPS 


Write for prices and dealer discounts 





while prompt delivery can be assured. 


METAL PRODUCTS ENGINEERING, INC. 


4000 Long Beach Avenue, Los Angeles 58, California 


BO 





of position, always level, without effort. 
A two-way locking device holds the 
shelf rigid and safe under the heaviest 
loads. The McMahan lift is available 
for immediate delivery to desk manu- 
facturers. ee 


WALLET PENS, PENCILS 

Fisher Pen Co., 757 Waveland Ave., 
Chicago 13, [ll., makes a line of Wallet- 
size pens and pencils which clip onto 
wallet, checkbook or pocket. These 
measure only 3%” long when closed, 
5” when opened for use, and are %” in 
diameter. Designed to give proper writ- 
ing balance when opened, Fisher Wallet- 
size Pens use a Durilium-point ink cart- 


ridge which is an improved ballpoint 
with a collar that traps surplus ink and 
returns it to the ink reservoir for 187% 
increased writing time. This also elim- 
inates leaking and smearing at the point. 
The pens and pencils come with colorful 
plastic barrels and metal caps, also in 
Dualtone - all-metal chrome and_ gold 
finish, in individual gift boxes. Mod- 
erate prices and literature from above 
address. 


PUNCHED CARD SUMMARIES 

Management Controls Div., Remington 
Rand Ine., 315 Fourth Ave., New York 
10, N. Y., have issued a folder describing 
how summary cards can be obtained as a 
by-product of the regular tabulating 
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operation. The procedure, through in- 
corporation of the Remington Rand A\l- 
phabetical Tabulator with Instantaneous 
Summary Card Punch, permits fast, ac- 
curate and inexpensive preparation of all 
payroll records and reports. Each sum- 
mary card, as it is produced automat- 
ically, represents and replaces an entire 
group of detail cards and becomes the 
basis of all subsequent payroll entries. 
By use of the combined Tabulator-Punch, 
tabulator running time is cut to a mini- 
mum and storage space for both punch 
cards and equipment is conserved. Extra- 
dividend summary cards produce con- 
densed reports in a fraction of the time 
necessary for detailed bookings, eliminat- 
ing the need for extra clerical help in 
getting out payrolls and leveling end-of- 
the-month peak loads. The cards also can 
be punched automatically as debits or 
credits, or with totals and grand totals. 
Automatie stopping devices function in 
both the Summary Card Punch and the 
Tabulator when either the blank card 
feeding stack is exhausted or the Sum- 
mary Card receiving magazine is filled 
to capacity. Ask for Folder TM 767. 


ADDRESSING DUPLICATOR 


Adrema Maschinenbau, Gotzkowskystr. 
20, Berlin NW, Germany, announces the 
Adrema-AVA addressing duplicator, 


which combines the automatic features 
of an office printing machine with an 
addressing machine. The AVA offers in- 
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we: Mamegs City 68, Me. 


HL 





MI 
AIR CELLS 


Wide selection of 
c ons on 


ramer Cushi 
Displey, 14 si 
colors. 


Genuine molded foam 

cushion of PROPER 

DENSITY not found jn 

any cushion that sells 
for less. 


DELIGHT... 


that the famous Cramer AIR-FLOW 


AIR-FLOW 
CUSHIONS 


. «take the jolt 
‘\ out of sitting 


True molded foam cushions 

+ « the basis of fatigueless 
posture seating, used by our 
targest railroads, bus and 
steamship lines to solve their 
difficult seating problems, is 
yours in Cramer AIR-FLOW 
Cubhions, plus many slip- 

ses, 2 proof, sag-proof features, 








MARR eR aitcoe esd... 





between duplicating machine 


and mailbag— 


By breaking the "bottleneck" of collating, a Thomas 
Collator brings into productive reality the full capacity and 
speed of modern duplicating equipment. 


Equally importent . . . Thomas Collating makes possible more careful inspec- 
tion of high speed ‘and volume output. 


As the collated sheets come out into your hands every page is right before 
your eyes. A constant check on accuracy of the work. 


The coupon below will bring you our new q I] 
brochure showing step-by-step photos of OMAS Ce Ators 
Thomas Collating, with specifications on 
the equipment. 

specialists in paper gathering 
SSSSSSSSSSSSSSSSSESESSESEEEE See eeeeeeeeeeees ss 


THOMAS COLLATORS, 30 Church St., New York 7 


Send me your "O" Brochure with specifications on 
Thomas Collators. 


Se 


Address 
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dividual form and advertising letters 
with date, different addresses, personal 
names, body and signatures automatically 
at approximately 4,000 per hour. There 
18 an optional selection system of plate 
groups for addressing and the choice of 
feed includes automatic suction, hand, or 
endless from a roll. The AVA can be 
used for forms production with colors 
if desired. Descriptive literature on the 
AVA and other Adrema products is avail- 
able in English from the above address. 


STEEL DRAFTING TABLES 


Stacor Equipment Corp., 1887 Atlantic 
Ave., Brooklyn 33, N. Y., makes Stacor 
4-post steel drafting tables available 
with one shallow and one tool drawer, 
with tool drawer only, or without draw- 
ers. All models, in hard baked gray 
euumel nnish, have all-steel 4-post base, 
ali-steel toot rest and 2 all-steel adjust- 
ing devices. Tops are of selected smooth 


ocr 


fiuish kiln dried soft wood with Prest- 
wood dust covers. They also make 
fingertip adjustment drawing tables for 
artists, draftsmen, engineers, students 
and shop foremen. Made with life- 
time steel base construction, the Fin- 
ger-tip Adjustment Table has a board 
that adjusts to any angle from 32” 
to 42”, from horizontal to vertical and 
is comfortable for work while stand- 
ing or sitting on either a high stool 
or office chair. Made with hard baked 
gray enamel finish and selected soft 
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TYPEWRITER ERASER 
SNAP-ATTACHED HERE 
ALWAYS HANDY 


U.S. Patent No. 2,522,111 


EVERY TYPIST NEEDS IT! 


Here's the amazing new patented erasing 
shield that everyone's talking about! Long 
handle and unique twin design make it clean 
and easy to use. No more smudging of 
copies. Excellent for Snap Apart Forms. 


1 Allen-Quik Twin Erasing Shield $1.00 
6 Allen-Quik Twin Erasing Shields $4.50 
12 Allen-Quik Twin Erasing Shields $8.00 


Delivered postpaid in U.S.A. 


USE COUPON NOW and get FREE SAMPLES OF 
ALLEN’S INDICATION TYPEWRITER CARSON PAPER 
STATIONERS & DEALERS: Get on the band- 
wagon with this terrific *'door-opener'’. Liberal 
discounts. 


ALLEN & COMPANY 
Manufacturers of Carbon Papers—Inked Ribbons— 
Laboratory Controlled. The home of ‘‘Alco’’ products. 

11-15 Vandewater Street, New York 38, N. Y. 
SSSSSSSSSSSSESSESSESESESRERESRESeeeeeeeaeee 
ALLEN & CO. Dept. 7A 11-15 Vandewater St., N.Y. 38 
Enclosed find $ for Allen-Quik Twin 
Erasing Shields, postpaid with FREE SAMPLES of 
INDICATOR CARBON 


size: 8% x 1i 2) 8% x13 


Address 


Our dealer’s name 
and address 








VALET 78 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


ee eee ve 


DAA 





Wraps are exposed to air 

' and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too ... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 [illustrated) 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press.” 


accomo- 


Improves health and morale — lowers 
absenteeism. 


VOGEL - PETERSON CO. 
24 M jan Ave ' 


Chicago 5 





wood top, this table comes in four sizes 
and has plenty of drawer space for 
papers, bottles and tools. Illustrated 
literature and prices from above address. 


CALCULATING CHARTS 
Delbridge Calculating Systems, 
2500 Sutton Ave., St. Louis 17, Mo. 
offer special calculating charts, com- 
piled to meet almost any business need. 
The charts are used for billing, costing, 
percentage mark-up, extensions, area 
coverage, payroll computation, chain dis- 
counts and other purposes. 


Ine., 


SPIRIT ADDRESSER 


American Photo Laboratories, 28 N. 
Loomis St., Chicago 7, Ill., announces the 
Address King spirit addresser which fea- 
tures speed and ease of operation and 
sharp, clean, clear impressions at all 
times. Operator may hold on to operat- 


ies a 


ing lever throughout entire run. Address 
tape winds automatically, forward or re- 
verse, at operator’s wish. Push-on spools 
make loading and unloading, quick and 
easy. No rewinding is necessary. Break- 
ing or tearing of address tape is practi- 
cally eliminated. Adjustments are quick 
and easy for the size of item to be ad- 
dressed. Envelopes, postcards, invoices, 
letters may be run as fast as the operator 
can press the lever. Fluid control is 
wickless and automatic. The body is one- 
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MANUFACTURERS . .. EXPORTERS 


Capitalize on the Growing Overseas Markets for 
Office Equipment and Supplies by Advertising in the 
1951 Issue of 


Don’t neglect your profitable 

and substantial export markets 

which should be increasing your O . 
profits each year. Remember, | herd 
overseas sales of American 


office supplies and equipment quipment 


have traditionally accounted for 

20% of the industry’s profits. ee ro) fa 
Get your share of these sales in pP 

the following 64 countries by : 

advertising in OFFICE EQUIP- 

MENT EXPORTER. It is kept 

for the entire year by importers 

and dealers of office equipment 

and stationery. 








Afghanistan Finland Ireland Philippines 
Alaska France Israel Portugal : 
Algiers French Guiana Italy Portuguese Africa 
Arabia e Japan Puerto Rico 
Australia Bice: Lebanon Rhodesia 
Austria Luxembourg iam 
Belgium Northern Ireland Madagascar South Sea Islands 
Belgian Congo Greece Madeira Islands Surinam 
British East Africa Haiti Malaysia Sweden 
British Guiana Hawaii Malta Switzerland 
British Honduras Hong Kong Morocco Syria 
Canada — Netherlands Tunisia 
Ceylon : Netherlands West Indies Turkey 

Indo-China . : 
Cyprus Indonesia New -Zealand Union of South Africa 
Denmark lran Norway West Indies 
Egypt Iraq Pakistan Yugoslavia 


Write for advertising rates, circulation 
breakdown and complete information—today! 


Office Publications Co.; 270 Madison Ave., New York 16, N. Y. 
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piece cast aluminum with baked finish, 
buffed bright on the pressure platform. 
All steel parts are plated for rustproof- 
ing. Of modern streamlined design, the 
Address King is 8%” x 8” and is 7” 
high, 7 lbs. net weight. List price is 
$48.50 which includes tax and supplies 
for 500 addresses. 


CHECKWRITER-SIGNER 


Todd Co., Dept. O, Rochester 3, N. Y., 
makes a Bank Balance Controller which 
performs six operations simultaneously— 
writing and protecting check amounts, 
adding them, listing them, signing the 
checks, counting the signatures, and de- 





mr" FUNCTIONAL 
OFFICE- effe 


THE PERFECT Packaged OFFICE 


a space-saving 
unitized and 
flexible system 
for providing 
personalized 
offices. 


The New Holland Machine Co., New Holland, Pa. 


ARNOT AND COMPANY, INC. @ 922 PARK AVE., BALTIMORE 1, MD. 
CEE Selected Dealer Franchises Avoilcble i mmenmmns 
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BETTER PENC/LS 





Find out why daily, more and FREE BOOKLET: 

more cost-conscious business Send for free catalog 

firms are adopting “Autopoint” showing full line of 

Pencils for organization use... “Autopoint” Pencils, 

the famous pencils with “Grip- poe orb re sence | 

Tite” Tips that won’t let leads pencil shown has fin- 

wobble, turn or fall out. By  gergrips med to in- ‘ 

equipping employees with dicate color of lead; ‘ 

“Autopoint” Pencils, many cut red, blue, green, purple, yellow or ; 
: ; . black. 4 

their pencil costs IN HALF! And Slender barrel, exposed eraser util- ~ 

they get a cost-cutting bonus of _ ity pencil has harmonizing clip, eraser — 


. . : ferrule and tip in silvonite finish. Both © 
pencil — oe = pencils come in standard and “Real ~ 
greater efficiency, trouble-tree Thin” leads... are popular numbers | 


writing. for organization use. Send coupon. © 


) 
| 


“Autopoint” and "Real Thin” are trademarks of Autopoint Company, Chicago 





AUTOPOINT CO., Dept. 0-8 
1801 W. Foster Ave., Chicago 40, Ill. 


Send me free booklet giving quantity prices on ““Autopoint” Better 
Pencils for Organization use. 
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Name 








Company. 


Soe Oo 


Position 
Street Address 
City. Zone State 
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MANUS 


The Only Small Hand-Driven 
Calculator with Automatic Division 


AUTOMAT T 


Fully Automatic Electric Calculator 


The same efficiency as large keyboard 
machines but in small, handy size: 


@ Automatic short-cut multiplication. 
@ Automatic division. 


@ Addition and subtraction with 
automatic clearance. 


@ Minimum mechanical service. 
@ Easy to sell. 





DEALERS WANTED 
WHERE NOT YET REPRESENTED 


HAMANN 


CALCULATING MACHINE CO. 
2118 Land Title Building 
Philadelphia 10, Pa. 

















| 





positing the completed checks in a locked 
container. After they enter the machine, 
checks are automatically transferred 
from one phase to the next through @ 
sealed channel, preventing their removal 
at any stage. It completely processes 
checks at a top rate of 3,000 an hour. 
Dual locks prevent unauthorized use. 
Principal safety feature of the equip- 
ment is a total lock, which automatically 
locks the total amount of the checks 
written into the adding meter so that it 
cannot be cleared and the figures re- 
moved without executive approval. 
Added to the checksigning equipment is 
a feature which greatly facilitates han- 
dling of signature plates where multiple 
signatures are required. The plateholder 
will hold any two single signature plates, 
eliminating necessity for a series of 
double signature plates where three or 
more officers are authorized to sign 
checks. Machine is finished in a gray 
crackle color. 


SIGN PRINTER 


Showcard Machine Co., 1196 Merchan- 
dise Mart, Chicago 54, Ill, makes the 
Model 7-11 Showeard Machine with 


a work bench, storage cabinet, type rack 


| and showeard printer; all in 4 sq. ft. of 


floorspace. The machine prints all cards 
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IS THIS A 
2ORA7? 


YOUR CARBON COPIES 





ARE MOST IMPORTANT! 





There’s a TARA 
Bistlogvisbes 
CARBON PAPER 

to give perfect re- 

sults on the “Ay, 

of work y 

Ask your Sationer 

or usual source of 

Office supplies. / 


The American Carbon Paper Corp. 
1313 W. Lake Street, Chicago 7, Ill. 


pos FREE SAMPLES of TARA CARBON PAPER - and prices 
: number of copies. 

















100% rag tissue and uniform 
quality assure positive legibility 
in multiple copies where acei- 
rate information on prices, size@@, 
facts and figures is vital. 


No smudging! Tara’s hard, cle@n 
surface means sharp copies, 
clean reference sheets and fin- 
gerprint-free 2nd sheets. Permits 
neat erasures, eliminates retyp- 
ing. 


Exclusive Silver-Shield non-curl 
backing makes carbons lie flat, 
feed smoothly in repeated use. 


Qeeeeveceecsovseccoveseveeveeveseversrsesees TARA out-performs old lines. 


Costs less, lasts a long time. 
Cuts expenses. 


TARA’s re-order record 
proves its performance. 


r eeneaeseoce 


TEST IT on your work. 
MAIL the COUPON now! 





HOW TO SORT 
e e AUTOMATICALLY 
WITHOUT MACHINERY! 


1 E-Z SORT CARDS 


2 HAND PUNCH 


3 SORTER 
= 





Large organizations—and smaller ones 
—are saving well over 50% on record 
posting, this. practical low-cost way. 
E-Z Sort is a substantial time saver in 
numerous departments of commerce, 
industry and government. Wherever 
records are kept on cards, E-Z Sort is 
the answer for sorting with speed and 
accuracy. A nearby sales office is 
listed in your phone book. Ask for 
demonstration; or write us for factual 
information. 


-) E-Z SORT 


SYSTEMS, LTD. 
45 Second St., Dept. 81 
SAN FRANCISCO 5, CALIF. 





on 


and signs up to 7” x 11” from type set 
onto a bar and locked into place by a 
patented spring clip. Anyone can use 
the machine with no special skill re- 
quired and printing plates and type can 
be printed in any color on cardboard, 
paper, cloth, Cellophane, ete. A variety 


| of popular type styles are available and 


the entire unit is suitable for making 
signs in offices, stores, schools, etc. Illus- 
trated literature explaining the ma- 
chine’s operation and showing type 
styles can be had from above address. 


INK REMOVER 

tregory Fount-O-Ink Co., 3501 Eagle 
Rock Blvd., Los Angeles 65, Calif., 
makes Touch and Go, a colorless and 
odorless ink and stain remover. The ap- 
plicator eliminates the muss of a sepa- 
rate cloth which is usually daubed with 
cleaning solution before applying to the 


a 


stained area. A small perforation in the 
applicator permits just enough fluid to 
flow as needed. The edge of the appli- 
cator can be used to loosen pigments 
from creased or roughened skin. The 
cleaning solution removes all types of 
ink, fruit, vegetable and nicotine stains 
from the hands and while not made spe 
cifically for the purpose, it has been very 
successful in removing ink stains from 
clothing without affecting the color of 
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OVER 10, ote U.S. PLANTS USE 


Why look at 100 situations when only two or three need attention? Are you and 
your associates always immersed in detail . . . or do you know exactly which orders 
call for your personal attention each day? “Management by Exception” eliminates 


the impossible job of riding herd on every order. It’s the cardinal principle of ~ 


Management by Exception that only the “exceptions to routine, plan, or schedule” 
— the lagging orders — really need top executive attention. 


All Bad Situations Show Up Instantly 


The Wassell PRODUC-TROL Order Control Board, as used successfully in over © 


; 
| 


10,000 plants, is Management by Exception at its best. One quick glance at a © 


typical PRODUC-TROL, pictured above, shows up each lagging order instantly. 


Bad situations are represented by the “Progress Tape Pegs” at the left, or “danger 
zone,” of the heavy vertical “Today Line.” These pegs spotlight the exceptions to © 


on-schedule production. Only these require executive action in Management by 
Exception. Progress Tape Pegs at the right of the Today Line indicate orders on 
schedule, still subject to routine control. 


PRODUC-TROL controls ALL kinds of orders — Purchase, Engineering, Tooling, 
Manufacturing, Parts fot perce ener eten ewan ms mcanenmananan ana aveniag 
Assembly. Better write | Wassell Organization Inc. 

Wassell today for the ! Westport 2, Conn. 

eight-page brochure . . . Without obligation I would like brochure 

“How to Improve Your i “How to Improve Your Order Control.” 
Order Control.” We want | 
you to have it with our | 
compliments. 1 


POSITION 
(Please attach to, or write on, your business letterhead) 


> ee as ee Ge ee ee ee Ge ee ee ee ee ee ee ee ee ee ee es oe es oe od 


THe Orrice—August, 1951 9] 





What Makes HOTCHKISS -5 
the FAVORITE? 


Ask any top-flight secretary. She will tell 
you, “I have to. use my Hotchkiss-5 Office 
Stapler as often as my telephone. 
have a stapler that I can’ depend upon, a 
stapler that doesn’t misfire or jam. 


“What's more, my boss says Hotchkiss Chisel- 
Pointed Staples are alone worth the price of 
admission. He likes the way I can remove a 
Hotchkiss staple and leave his papers virtu- 
ally unmarked.” 


' Ask any top-flight office supply dealer. He 
won't mince words either: “I've got to watch 
the service angle on staplers. I don’t dare to 
recommend one that’s going to backfire on 
me. I know I'm going to make a friend 


whenever I sell the Hotchkiss-5 Office Stapler 


and Hotchkiss Chisel-Pointed Staples.” 


If you have never used . . . or sold... the 
Hotchkiss-5 Office Stapler and Hotchkiss 
Chisel-Pointed Staples, better mail this cou- 


pon today. 
Hotchkiss 


. NORWALK 1, CONNECTICUT 


! (C0 I use staplers. Tell me more about the 
I Hotchkiss-5 and where to get one. 


(C0 I sell staplers. Send me your proposi- 
| tion on the Hotchkiss Line and tell me the 
name of the nearest Hotchkiss Distributor. 


firm... 


| type of business 


! street..... 


Dieses ugin enn wilh cuss Gus enw enn aus cm aun ane xm anemia 


92 


I must | 





the cloth. It is most effective when ink 
is fresh, but it has also dissolved dried- 
in ink so that it could be washed out 
with soap and water. It also removes 
stains from furniture without harming 
the finish. Two-ounce applicator-bottle 
retails for 35c. 


TYPEWRITER MOUNTING CLAMP 


Safeguard Corp., Lansdale, Pa., offer 
the patented Ritchie Time Saving Type- 
writer Clamp. One clamp securely fast- 
ens the typewriter to drophead type- 
writer desks by simply sliding clamp 


over drop-leaf edge and tipping front 
of machine’s base under clamp’s lip. 
No drilling or bolting to desk are re- 
quired. The typewriter can be as easily 
removed whenever desired. Clamps sell 
for $2 each. 


PLASTIC WOOD FINISH 


Minnesota Platon Corp., Pipestone, 
Minn., announces Platon, a pure phenolic 
plastic finish for wood surfaces, with 
wear and corrosion resisting qualities 
claimed far superior to ordinary paints 
and varnishes. 

This finish contains no oil or other 
deteriorating substances, and is alcohol 
and moisture proof, acid resistant, fire 
retardent and resistant to all the usual 
elements of corrosive wear. Surfaces 
finished with Platon will retain a high 
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Your 
Important 
Records 


DOUBLY | 
SAFE! 





COLE'S heavy combination 7 
dial lock automatically locks all ~ 
four drawers simultaneously. No © 
keys necessary, only YOU know ; 
the dial combination. A heavy ~ 
duty Grade "A" Cabinet? 
with a progressive ball-bearing © 
suspension cradle within a_ 
cradle. Equipped with safety 
latches and positive side lock 
compressors. 


MAHOGANY, 

GREEN WALNUT OR 

OR GRAY | KNOTTY PINE 
Letter Size Four Drawer $106.90 $121.90 
Four Drawer 118.75 133.75 
Letter Size Two Drawer 79.50 90.00 
Legal Size Two Drawer 84.75 95.25 


PRICES SLIGHTLY HIGHER IN-TEXAS, COLORADO AND WEST OF THE ROCKIES 


i Too) A STEEL EQUIPMENT COMPANY 
i 285 Madison Avenue, New York 17, N. ¥ 





You Get Things Done Quicker 
By Seeing What is Happening 
With Graphic Visual Control 


% Gives Graphic Picture of Your Operations 
—Spotlighted by Color 


%& Facts at a Glance—Saves Time, Saves 
Money, Prevents Errors 


% Simple to Operate. Type or Write on 
Cards, Snap in Grooves 


= & Ideal for Production, Traffic, Sales, Inven- 
tory, Scheduling, Etc. 


%& Made of Metal. Compact and Attrac- 
tive. Over 20,000 in Use. 


compcete price $4950 inciupinc CARDS 
24-Page BOOKLET NO. 100 
; Without Obligation 
GRAPHIC SYSTEMS 
55 West 42nd Street, New York 18 


See Se i ee Ge ee oe eg 


MAIL TODAY FOR YOUR COPY 


Graphic Systems, 
55 West 42nd St., New York |8 





Without obligation, please mail your 
24-page illustrated BOOKLET NO. 100. 


Individual 
Company 
Address 
City 


ewe eeeeeeeeeeeeeesesssennand 


Peeseeeeeenueeeeeoeaeees 


94 





gloss for years and require no waxing 
or scrubbing. Applied cold by brushes, 
sprayers or dipping processes, Platon be- 
comes dust-free within 10 minutes, is 
tack-free within 30 minutes and dries 
within 4 hours to a glossy, non-slippery 
finish which will not chip, crack or peel. 
Floors, furniture, knotty pine interiors 
and all other wood surfaces finished with 
Platon can be easily cleaned with a 
damp cloth. Platon finished floors are 
not slippery, and the hazards of loose 
seatter rugs and carpets are reduced. 
Coverage is up to 1,000 sq. ft. per gallon. 
The Plastic finish features a Bake-O- 
Matic process, caused by the finish 
and its hardener, which produces a 
‘*baked-on’’ finish without baking. The 
resultant finish is hard but not brittle; 
and will not chip, crack or peel. Platon 
will be sold in glass containers of pint, 
quart and gallon sizes. Either colored 
or colorless Platon will be available in 
three grades: gloss, semi-gloss and flat. 
Full information and prices from above 
address. 


IN A FEW MINUTES ... 
PLASTIC BIND YOUR OWN PRE- 
SENTATIONS — PAMPHLETS — 
REPORTS RIGHT IN YOUR OWN 


for the same price 
of an ordinary 
stapling machine, you 
) can have attractive— 
colorful reports 
Pages w turn 
with looseleafl 
advantages. Use any 
cover stock ; 
AND IN A MATTER OF 
A FEW MINUTES 


size color 


THE MIGHTY 
MIDGET PUNCH 


only $9.90 


Complete with over 150 Tauber- 
Tubes in various colors and sizes. 
MONEY BACK GUARANTEE IF 
NOT COMPLETELY SATISFIED. 
ORDER TODAY! write for illustrated literature. 
TAUBER PLASTICS, INC. 
202 Hudson St. © New York 13 


produce 


a beautifully bound book 
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STAMP PAD 


Superior Marking Equipment Co., 1800 
W. Larchmont Ave., Chicago 13, IIL, 
makes a stamp pad that will not look 
shopworn after extensive use. Designed 
by Reinecke & Associates, Chicago, in 
collaboration with the manufacturer, the 


pe 2 ' ° a 
: au ee O ime rae 





container has a mottled finish that does 
not show wear. Outside decorations and 
a color band that identifies the ink can 
be seen from any angle, making it un- 
necessary to open the lid to check the 


IF YOU HAVE A SPECIAL 
INTERCOM PROBLEM 


THAT YOU WANT TO SOLVE QUICKLY, 
EASILY, AT LOW COST 


Tuuestigate 


WHEELER 
) Sound Powered 
TELEPHONES 


@ NO BATTERIES 
@ NO OUTSIDE POWER 
@ NO ELECTRICAL HAZARD 
@ NO MAINTENANCE 
Yas — all this and PROVED performance, too 
Write for information, now 
THE WHEELER INSULATED WIRE COMPANY, Inc. 


Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN 
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THE TEAM THAT 
LIGHTENS YOUR 





gem of 5¢ 
pencils 


Pore 


ses 


| GRASERSTIK 


wood encased 
eraser for ink, 
pencil or 
typewriting 


a\ FABER’ caret 





Opicina DHNER 
LOE LE” EN: SLE EOS 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 


tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 


figures. 


68 units @ $1.75 
15% discount 


$119.00 


101.15 
Less 242% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, effi- 
cient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-83 


e 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 





color. This permits easy identification 
of the color when containers are stacked 
on high shelves. The cover opens with 
a flip of the thumb, yet closes tight, 
and is sturdily constructed by use of 
heavy steel with rolled edges. Non- 
critical materials are used in the pad. 
Viking ink, available in black, violet, 
red, blue, and green, is available. 


STATIONERY BOX 


Quick-Pak Products, 1123 Broadway, 
New York 10, N. Y., make the Quik-Pak 
stationery box, designed to hold 500 
81%” x 11” sheets. These containers are 
made of attractive, heavy gray box- 
board and delivered flat. The user snaps 
up the sides of both the cover and bot- 
tom and the boxes are ready for packag- 
ing letterheads, stationery, forms, ete. 
Quik-Paks save time and money by 


eliminating the need for wrapping paper 
and gummed tape. They are economical 
because their sturdy construction elimi- 
nates the possibility of broken packages 
and damaged merchandise. The snap-up 
sides offer an added advantage of saving 
storage space. Quik-Paks are stored 
flat. An ordinary 22146” x 17%” x 18” 
carton will hold 175 Quik-Paks, using 
only one-tenth the space of an equal 
number of ordinary set up stationery 
boxes. Quik-Paks are made in four 
standard sizes to take 500 sheets of 814” 
x 11”, 8%” x 14”, 844” x 7%" or 7%" x 
10%". 
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Gy}. MORE TYPISTS in 
LESS FLOORSPACE 


Worden SECRA-TYPE DESKS answer 
management's demand for more effici- 
ent and greater output from their 
present offices. Machines and all sup- 
plies are instantly accessible, without 
constant turning from side to side. 
SECRA-TYPE DESKS are made as 
large as 60" with stationery compart- 
ment and in 36" length without com- 
partment, in beautiful walnut or oak 
woods. Flat top desks, of excellent 
construction and finish, to match. No. 142ST—42"' x 32" Patent No. 2133807 








Write for literature showing complete line. 


The WORDEN Company, 200 East 17th Street, Holland, Michigan 








WE INTRODUCE THE NEW. 


table- Top COLLATOR ! 


Only 15!/2 inches square! Yet it com- 
bines the best operating features of 
the larger Thomas Collator production 
models. 


You collate faster . . . effortlessly; and 
without taking up floor space. 


The compen, aw —. wine RUZ 
ou specifications an e 
pr HP literature. etm 


PTTTTITICI Lr i iii iid, 
THOMAS COLLATORS, 
30 Church St., New York 7 


Send me "O" Specifications and literature 
a the new Table-Top Thomas Collator. 


Another 


Thomas Collater 


Development 
specialists in paper gathering 


Company 
Address 
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of the Office 





Herman A. Pa- 
penfoth, secretary- 
treasurer, Trumbull 
Electric Mfg. Co., 
Plainville, Conn., 
was elected presi- 
dent of the Nation- 
al Assn. of Cost 
Accountants for 
1951-52. Elected 
viee presidents were 
Lyle C. Bollinger, 
assistant secretary-controller, Ideal Roll- 
er & Mfg. Co., Chicago; Arthur C. Chub- 
buck, partner, Patterson, Teele & Dennis, 
Boston; Robert E. Derby, Pacific area 
manager, Monarch Marking System Co., 
Los Angeles; Francis H. Hall, controller, 
Farrel-Birmingham Co., Ansonia, Conn.; 
George E. Hallett, controller-assistant 
secretary, Tung-Sol Lamp Works, New- 
ark, N. J.; John B. Inglis, partner, Price 
Waterhouse & Co., New York; William 
E. Jackman, controller’s staff member, 
Eastman Kodak Co., Rochester; I. Wayne 
Keller, assistant controller, Armstrong 
Cork Co., Lancaster, Pa. Philip J. Warn- 
er, president, Ronald Press Co., New 
York, was reelected treasurer. 


Herman A. Papenfoth 


Won't Finish Alcoa Offices 


The Aluminum Co. of America will not 
finish the lower six floors of its new 30- 
story home office building in Pittsburgh. 
The aluminum to complete the upper 
floors was set aside months ago but the 
first six floors will be faced with tem- 
porary material until the time aluminum 
is not so urgently needed for defense 
production. 


IASA Officers 


The Insurance 
Accounting & Sta- 
tistical Assn. elec- 
ted the following 
officers at their 29th 
annual conference: 
Ralph Kennon, 
Northwestern Na- 
tional Life Insur- 
ance Co., Minnea- 
polis, president; Joe 
Hughes, Pan Amer- 
ican Life Insurance Co., New Orleans, 
vice president (life); Dudley Pruitt, Gen- 
eral Accident Fire & Life Assurance Co., 
Philadelphia, vice president (casualty) ; 
A. H. Benson, Lumbermen’s Mutual In- 
surance Co., Mansfield, Ohio, vice presi- 
dent (fire); A. J. Schnese, North Ameri- 
ean Accident Insurance Co., Chicago, 
vice president (accident and health); 
L. J. Hale, Kansas City Life Insurance 
Co., secretary-treasurer. 


SPAA Chapters 

The 14th chapter of the Systems & 
Procedures Assn. of America has been 
organized in Washington, D. C. Officers 
are Carl Brockway, Potomac Electric Co., 
president; Anita Lober, U. 8S. Depart- 
ment of State, vice president; H. H. Roh- 
man Jr., Woodward & Lothrop, secre- 
tary; William C. De Neane, Washington 
Gas Light Co., treasurer. Harry H. 
Cowan, Steinberg’s Wholesale Groceries 
Ltd., is organizing a chapter in Mon- 
treal. 

New York’s Chapter No. 1 has elected 
E. Lester Phy, Continental Can Co., presi- 
dent; Crawford North, Port of N. Y. 
Authority, vice president; F. W. Henrici, 
E. R. Squibb & Sons, secretary; Matt W. 


Ralph Kennon 
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Yes it’s true—literally. One typist can do the work not 
of three or four, but of ten when she uses the duplicator 
to turn out multiple copies of conference reports, sales 
letters, bulletins, price lists. 

On Hammermill Duplicator paper, only one typing, 
only one checking is necessary. Every copy will be clean 
and sharp . .. the kind that wins customer approval. 

Hammermill Duplicator works equally well on either 
= or gelatin machines . . . provides a choice of a 
clear white and five attractive colors... 


Hammermill Paper Company, 
1463 East Lake Road. Erie 6, Pa. 


R iL i Please send me—FREE—the sample book of 
H AMME M Hammermill Duplicator. (Check cove | ‘t 


‘ou’d like a copy of “Duplicator Facts,”’ idea- 
‘ k that helps you get the best out of your 
DU PL CAT duplicator equipment. ) 


GELATIN MACHINES 1 = Position 
(Please attach to, or write on, your bysi- 
ness letterhead.) TO-AUG. 


FOR SPIRIT AND 
L 
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A beauty anda bargain! 


55 


COSCO Mg 
Office Chair 


Airfoam, revolving, “saddle” seat 
has easy, instant, positive height con- 
trol anywhere between 16” and 20”. 
Backrest adjusts three ways. Soft 
rubber, 2” casters, lifetime- 
lubricated; tubular steel 
frame finished in gray, 
brown or olive green baked- 
on enamel, or chromium. 

Cloth-backed, perforated, 
vinyl plastic upholstery— 
washable, durable—on seat and back 
in green, maroon, brown or gray. 
Four models—each “a beauty and a 
bargain”—to retail from $29.95 to 
$31.95 (slightly higher in Florida, 
Texas and Western states). 


*To raise: place foot on 
circular rung and, with one 


hand releasing control lever 
lift seat to desired height. Model 16-C, Gray enamel fnich. 


To lower: Lift upward on Also 16-D, brown enamel; 16-G, 


control lever and lower olive green enamel; 16-B, chro- 
seat to proper level. ' mium 


HAMILTON MANUFACTURING CORPORATION e COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 


Posture Back Adjusts THREE WAYS! 


to “cradle” 
For depth for height the back in 
of seat... of backrest; .. any position 
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Boz, Shell Oil Co., treasurer; W. J. 
Monckton, U. 8. Life Insurance Co., mem- 
ber-at-large. 

Milwaukee Chapter officers are: Charles 
B. Hoffman, Nordberg Mfg. Co., presi- 
dent; Milton W. Schaefer, Allis-Chalmers 
Mig. Co., vice president; Arthur P. 
Gesch, Badger Mutual Insurance Co., sec- 
retary; Alex A. Witte, George J. Meyer 
Mfg. Co., treasurer; Robert F. Fuhrman, 
Falk Corp., director-at-large. 

San Francisco officers are: V. H. Ro- 
man, Standard Oil Co. of Calif., presi- 
dent; V. H. Kane, Price Waterhouse & 
Co., vice president; Robert Reilly, Bank 
of America, secretary; Anthony Roach, 
Columbia Steel Co., treasurer; R. E. May 
Jr., Industrial Indemnity Co., director-at- 
large. 

Detroit Chapter officers are D. D. 
Merriman, Argus Cameras, Ine., presi- 
dent; R. L. Lancaster, Burroughs Adding 
Machine Co., secretary; D. E. Tisdale, 
Betmur Steel Corp., treasurer; W. P. 
Hare, King-Seely Corp., national director. 

Northern New Jersey’s president is 
Gibbs, Myers, Federal Telephone & Radio 
Corp. Edwin Jennings, Esso Standard 
Oil Co., is viee president; Edward M. 
Herstein, Hyatt Bearings Div. of General 
Motors is secretary-treasurer and direc- 


tors are Don Slee, Mutual Benefit Life © 


Insurance Co. and Richard F. Perdunn, 
Merck & Co. 


Acoustical Research Project 
Armour Research Foundation of LIili- 
nois Institute of Technology, has been 
conducting a sound survey for two years, 
sponsored by the Acoustical Materials 
Assn., which has directed the attention 
of leading acoustics people to certain 
noise phenomena which have never been 
explained, and has prompted a_ re-ex- 
amination of the theory behind sound 
absorption in acoustical material. The 
project, the foundation added, also has 
prompted additional research by other 
laboratories and has led to better un- 
derstanding of how sound behaves and 
how it is affected by acoustical material. 
For 40 years, sound test chambers have 
been used to study a variety of noise 
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problems. Different reverberation or 


sound chambers, however, frequently 
yield different results due to the lack 
of standardized reverberation rooms, and 
the fact that experimental techniques 
have varied. There are only about five 
large chambers in this country and an 
equal number in Europe. No two are 
exactly the same size or shape. In the 
present study, now entering its third 
year in the foundation’s Riverbank 
Acoustical Laboratory at Geneva, IIl., the 
behavior of sound in a huge, hard-walled 


chamber is recorded, both with and with- ; 


out acoustical materials, and results are ~ 
for 7 


being sent to other laboratories 
checking. This phase of the study is 


being done in cooperation with American 7 
Society for Testing Materials and the | 


American Standards Assn. 





National Conference 
& Exhibit Calendar 


National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept. 
22-27. 

Life Office Management Assn., 
water Beach Hotel, Chicago, Sept. 
24-26. 

Controllers Institute, Waldorf-Astoria 
Hotel, New York, Sept. 30-Oct. 3. 


Edge-7 
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American Institute of Accountants, Chal- : 


fonte-Haddon Hall, Atlantic City, Oct.7 


7-11. 

Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 10-12. 
Institute of Internal Auditors, Roosevelt 

Hotel, New York, Oct. 14-16. 

Canadian Office Equipment Dealers Assn., 
Chateau Frontenac, Quebec, Oct. 19-20. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25, 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 
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BUSINESS 
FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


we 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a | SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


EF VU, GAVRIN PRESS BLDC 


New Rochelle « New York 





Museum’s Records 


(Continued from page 47) 


up a whole new ecategory-series of 9999 
specimens (the denominator being 
limited to four figures) and obviates the. 
necessity of copying and recopying a 
denominator which in every instance 
might otherwise run into millions. 

The accession clerk in the central 
filing office is also a maker of pen- 
written original entries. A large bound 
volume is used in which each accession 
blank, filled out by one of the depart- 
ments and sent to her, is entered by 
hand under these columnar headings: 
number, date, description of material, 
received from, how acquired (by gift, 
purchase, expedition, exchange, trans- 
fer), cost, estimated value, department. 
At year end a complete list is com- 
piled of each department’s accessions 
for the twelvemonth. This is carefully 
checked by the department and any 
omissions reconciled before the acces- 
sions clerk’s book is closed for the year. 

Loans of specimens by the museum 
are similarly entered in a book for that 
purpose, the department in question 
having furnished carbon copies of loan 
memoranda and receipts. The acces- 
sions clerk (or assistants) then makes 
out two cards, one white, one yellow. 
The white card, in addition to a de- 
seription of material and other relevant 
data, states the purpose of the loan— 
whether for study, export, identifica- 
tion, examination, copy, cast, exhibi- 
tion, subject to purchase or for use in 
leeture—also the dates sent, to be re- 
turned and where returned. The yellow 
card is in halves and (given a loan 
number preceded by “L”) is sent to 
the department on date of the loan’s 
return. The white card is kept in the 
accessions clerk’s open loan file until 
the lower half of the yellow card is 
sent back to her, the department keep- 
ing the upper half of the yellow card 
for their own loan file. 

As in all eleemosynary institutions, 
the budget spawns or fosters every 
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transaction. A typical “deal” does not 
involve a “sale” in the accepted sense 
ef the word (though the museum does 
produce and sell much printed matter, 
all at or near cost) but is an expendi- 
ture of predetermined income. Princi- 
pal sources of this income are (a) 
invested funds, including endowments; 
(b) appropriations from the City of 
New York, which owns the ground and 
buildings; (¢) outside trusts and found- 
ations; (d) contributions; (e) member- 


ship dues; (f) sales and services, in- 
cluding admissions to the Planetarium. 

From a survey of probable income 
and needs the assistant treasurer, who 
acts as controller, prepares for the 
serutiny of the budget committee tenta- 
tive estimates designed to carry the 
institution through the ensuing year. 
These estimates, together with budget 
requests from the 30-odd department 
heads, the committee finally integrates 
and freezes into the budget. This, after 
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approval by the board of trustees, be- 
comes a typed volume of some 100 
pages—“our fiscal Bible,” says assist- 
ant treasurer Walter F. Meister, han- 
dling it reverently. The complete 
budget’s “edition” consists of an ori- 
ginal and five copies. Each chairman 
gets a copy of that portion relating 
to his particular department. 

The assistant treasurer’s task: is to 
carry out the budget’s mandates and 
see that its limits and allocations are 
not widely overstepped, though always 
facing the fact of the deficit which 
seems to be at once the plague and 
spur of such institutions. Meanwhile, 
he is ever scanning the income horizon 
with the aid of the investment account- 
ant, whose pencilled forescript of bond 
coupons and dividend checks provide 
an excellent safety chart until actual 
collection inks it in. 

The ordinary museum transaction, 
then, is in effect a draft against the 
budget. We can follow such a trans- 
action through the courtesy of Mr. 
Meister. It begins with a requisition 
which is given a consecutive number 
and made out in duplicate, one copy 
going to the executive office and the 
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other being retained by the department 
head. Since our specimen case history 
has to do with insects and spiders, the 
requisition is approved by that depart- 
ment’s chairman. After being passed 
upon and approved by the assistant 
treasurer, this requisition becomes the 
basis of an order in quadruplicate—the 
original going to the seller of the ma- 
terials, one copy each for the museum’s 
purchasing agent and the storekeeper 
(who signs for the goods when re- 
ceived) while the fourth or budget 
copy is held in the assistant treasurer’s 
office. 

To the seller, with the order, goes 
a blank form of original and duplicate 
invoice. He must make out his invoice 
on this form, even though he accom- 
panies it with a duplicate on his own 
form. The original invoice he mails to 
the museum, retaining the duplicate for 
his own records. 

Business is on a cash basis at the 
American Museum of Natural History. 
Consequently the seller of goods or serv- 


ices does not have to wait for his, 


money while invoices pile up against 
a specified disbursement day. Our par- 
ticular invoice promptly finds its way 
to the desk of the insects and spiders 
department head, who checks with the 
storekeeper or other party who may 
receive the goods, and without delay 
the bill is approved for payment, to- 
gether with a journal voucher for the 
bookkeepers. Immediately the bill goes 
to the assistant treasurer who in a mat- 
ter of hours gives his approval and 
passes it on to the chief accountant’s 
office. There the purchase is manually 
entered on a columnar journal sheet, 
after which the invoice, now fully ap- 
proved and recorded, goes to the check- 
writing clerk. She issues the check, at- 
taches it to the invoice and sends it to 
one of five persons who are authorized 
to sign checks. The seller’s check is 
usually on its way within three days 
after receipt of the invoice. 


A eomplete budget involving all de- 
partments is always in the hands of 
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the personnel officer, who is thereby 
equipped for intelligent handling of 
salaries or .other remuneration. Any- 
thing involving compensation changes 
is implemented by a special form of 
requisition, with spaces for recording 
new employees on the payroll and for 
“matters affecting salaries and wages, 
such as change of rate, part time serv- 
ice, leave of absence and termination 
of service.” This requisition, similarly 
to the above mentioned form used for 
purchases, is approved by the depart- 
ment head and executive secretary; in 
addition it is signed “Recorded” by the 
personnel officer, the bursar and the 
assistant ‘treasurer. A slightly different 
form, approved and recorded in the 
same manner, is used for overtime. Both 
requisitions are issued in duplicate, one 
copy for the department head, the 
other for the assistant treasurer. The 
net effect of this requisition procedure 
is that each recurrent payroll is auto- 
matic according to the budget, except 
as ticketed in writing with two execu- 
tive approvals and three recordings. 


The personnel officer is likewise cus- 
todian of each employee’s personal 
record—condensed on a yellow card 
embodying past history, declaration of 
citizenship and the like—and of his or 
her group insurance enrollment cards, 
tax withholding exemption and resi- 
dence-claiming certificates, together with 
designation and changes (if any) of 
pension plan beneficiary. 


Pioneer among pension sponsors, the 
Natural History Museum has success- 
fully operated its fund since 1913. Each 
employee’s pension payments are nor- 
mally entered on the back of his original 
application sheet, which is punched for 
permanent filing. 


Payroll disbursements are made on 
the 15th and 30th of each month. Pay 
is computed and recorded by a Bur- 
roughs Payroll Machine on a payroll 
sheet that (a) indicates salaries paid, 
and chargeable to either general or spe- 
cial funds; (b) extends gross pay; 
makes deductions of (¢) pension—di- 
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vided into trustees and others and of 
(d) insurance, withholding tax, hos- 
pitalization, ete.; (e) total*deductions, 
net pay, check number, date, amount 
of check. After the payroll is finished, 
each employee’s entry is machine re- 
corded on his salary history record, a 
10” x 11” yellow columnar sheet on 
ledger paper, one side bearing 34 record 
lines for the estimated maximum num- 
ber of payments during the first half 
of the fiseal year, followed by columnar 
totals for last half of previous fiscal 
year and the total calendar year. Other 
side of the record sheet carries a like 
number of lines for the second half 
of the fiscal year with its totals and, in 
addition, totals brought forward from 
the first half of the fiscal year together 
with the fiscal year’s final totals. The 
eight columns are for date, current 
earnings, current deductions including 
pension and withholding tax, and totals 
to date comprising earnings, pension, 
withholding tax and proof. 

A special checkup paves the way for 
the “payoff”. The personnel officer 
makes out a payroll voucher for each 
department, with names of employees 
and amounts of pay in each instance. 
This voucher is re-approved by the 
department head (he has already ap- 
proved the salary in his requisition) 
and is given final reapproval by the as- 
sistant treasurer. In this completed 
stage the vouchers go to that popular 
young lady in the chief accountant’s 
office who writes the 500 odd payroll 
checks. With their appurtenant vouch- 
ers the checks go to one of the signing 
officials for signature. 

Unlike a business corporation of 
comparable size—there are $19,000,000 
of total funds, and its operation is $2,- 
000,000 a year—the museum is no 
seeker of bank credit and _ therefore 
finds it practicable to have only one 
bank aecount. This simplifies both 
bookkeeping and check-drawing. 

Expeditions are privately financed by 
friends of the museum (trustees, ete.). 
Procedure: the scientists who plan the 
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expedition submit an estimate of its 
entire expenses, and the sponsor puts 
the museum in funds to that amount. 
Out of such funds the museum pur- 
chases transportation to the point from 
which the expedition will start and 
provides it with a letter of credit for 
its estimated field expenses. Upon its 
return the expedition’s chief submits 
to the assistant treasurer a fully item- 
ized list of expenses incurred. 
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Office Standards 


(Continued from page 13) 


manager, American Optical Co. and 
vice chairman of this subcommittee, the 
horizontal dimension will be listed first 
for all sizes of cards because: 


(1) The average user of forms, either 
printed or ruled or combinations of 
both—in cards or sheets—almost always 
thinks first in terms of the horizontal 
dimension when designing these forms 
for special use. This applies to columnar 
ruled forms, invoices, statements, ledger 
cards, sales and purchase order forms, 
and nearly all other of the numerous 
classes of record-keeping media. Fur- 
thermore, the great majority of entries 
made on these forms, either typed or 
handwritten, are horizontal (from left 
to right) and not vertical (from top to 
bottom). 


(2) Regardless of the width of the 
form, one usually thinks in terms of 
the horizontal dimension first—even in 
sizes as large as 17” x 11” or 22” x 11”, 
for example, because this dimension 
governs the utility value of the form 
from the standpoint of the overall 
spread required, the total number of 
columns to be allocated, the respective 
widths of these columns, and similar 
considerations. 


(3) The vertical space requirement 
can be considered, logically, as of 
secondary importance, because it is de- 
termined usually by the number of lines 
of horizontal entries one wishes to make 
on the form and the amount of space to 
be left between the lines. 


Remington Rand Ine. and Yawman & 
Erbe Mfg. Co., two large manufacturers 
of index eards, have listed the horizontal 
dimension first in their catalogs and 
price lists for some time, as have numer- 
ous smaller producers. On the other 
hand, the predominating practice here- 
tofore among the great majority of pro- 
ducers has been to list the vertieal di- 
mension first, regardless of size of the 
eard, probably because naming the 
vertical or binding side of ring books 
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C ARBON PAPER and post binders first has been generally 
accepted standard practice in the ring 
book and post binder industry. Inas- 
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sions. The conference leader introduces 
discussion topics, stimulates trainees’ 
presentation of their own points of view 
and attempts to arrive at acceptable pat- 
terns of supervisory techniques. The con- 
ference sessions make liberal use of case 
materials (many problems are submitted 
by the trainees from their everyday ex- 
periences), the role-playing technique 
and motion pictures from our extensive 
audio-visual aids library. 

When the company program is ap- 
proved, time and place are set. All pro- 
grams presented thus far have been 
given on the company premises. Since a 
group is limited to 25 participants all 
that is needed is a medium sized con- 
ference room, lounge or even’ cafeteria 
space. The practice has been to schedule 
the program mostly on employers’ time, 
3:30 to 5 p.m. has been generally sue- 
cessful where quitting time is 5 p.m. The 
tuition fee is nominal and intended to 
cover college costs in presenting the pro- 
gram. 

Our recent experience with the super- 
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visory group of the Associated Hospital 
Service of New York (Blue Cross Plan) 
is an interesting example of the pro- 
gram acceptance by business. In this 
company we began our program with 
department heads. At the end of this 
series, the department heads recommend- 
ed that the program be presented to their 
assistants, division chiefs. Because of 
their large numbers, we scheduled their 
program for three sections each week. 
Once again, this group recommended the 
program for their line supervisors, the 
unit supervisors. At the present time we 
are preparing to conclude this phase of 
the training program for presentation 
to about 120 supervisors in this cate- 
gory. 

Tailor-made supervisory training of 
this type is but one phase of our Man- 
agement Training Service. We’ll accept 
the challenge of meeting management 
training problems in any of the many 
areas in which the college is equipped to 
offer its facilities to the business com- 
munity. 
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Peerless Imperial Officers 


. At the annual 
stockholders meet- 
ing of Peerless Im- 
perial Co., ribbon 
and carbon manu- 
facturers of New- 
ark, N. J., James 
Treanor was elected 
president to succeed 
the late Otto Kret- 
chmer, who died 
last year. Charles 

A. Watson was elected vice president and 
treasurer. Josephine Horn was named 
secretary and Walter Kretchmer, son of 
the late Mr. Kretchmer, assumed the 
duties of second vice president. In addi- 
tion to the officers, new directors named 
include Murray Falk, Joseph Brady, An- 
thony Dopke, James Battelle and Frank 
Kretchmer. Mr. Treanor, who formerly 
supervised the New York office, has 
transferred his activities to the home 
office in Newark. Murray Falk has taken 
over the direction of the New York 
area. Anthony Dopke has been placed 
in charge of western sales with head- 
quarters in Chicago. 


James Treanor 


NSOEA Convention Plans 


Developing plans for the greatest an- 
nual convention in its history under the 
slogan, ‘‘Offices Make Defense Business 
Possible,’’ Paul E. Burbank, general 
manager, National Stationery & Office 
Equipment Assn., announced that chair- 
men Ralph A. Maish, Dennison Mfg. Co., 
and Folger Fellowes, Bankers Box Co., 
have done an outstanding job planning 
business and entertainment features. As 
previously announced, the exhibit will be 
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open Sat., Sept. 22 at 1 p.m. and daily 
until Sept. 26. To advise dealers how to 
maintain their dollar sales volume during 
merchandise shortages, an independent 
group is working to develop production 
estimates for the next six months to at- 
tempt a prediction of business potentials 
which will be presented at the conven- 
tion. The entire program will appear 
next month. 


San Francisco Show Dates 


National Office Management Assn. 
headquarters in Philadelphia announced 
that in conjunction with the 1952 con- 
ference, the annual NOMA office equip- 
ment exposition will be held at the Civic 
Auditorium, San Francisco, May 19-21, 
1952. 


Eureka Sales Manager 


James H. Dunham Jr., president, Eure- 
ka Specialty Printing Co., announced 
appointment of C. Kenneth Coty as 
general sales manager. Mr. Coty has 
been with Bauer & Black, and the Ken- 
dall Mills divisions of Kendall Co., for 
the past 15 years. 

t 


Acquires Electronic Firm 


Burroughs Adding Machine Co. an- 
nounced acquisition of Control Instru- 
ment Co., Brooklyn, N. Y., designers and 
manufacturers of electronic instruments 
and fire control devices for the U. S. 


Navy. Control Instrument Co. will con- 
tinue as a separate corporation, to use 
its facilities for defense production in 
this field. John J. Hyland will continue 
as president. In making the announce- 
ment, John S. Coleman, president of 
Burroughs, said: ‘‘Burroughs’ principal 
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R.C.Allen is America’s best value 


in ADDING MACHINES 


Low priced . . . High quality . . . Top dealer discounts . . . Wide choice of models . . . 


8 OUTSTANDING models with famous R. C. Allen ‘'S 


Model 65 le. Fhe * aa ue 
Direct subtraction . . . = “ting 


) : Priced same as "65" 
Light weight . . . easy , but with extra bank of 
to operate. Now used f, MAG keys. A fast operating 
extensively by thou- , straight “‘adder’’ with 
sands of small busi- y Nias. visible dials for visual 
nesses from coast to ii , ® protection. Adds to 
coast. Only $132.00 @ 1 100,000.00. Only 
, $132.00 


eeeeeeveeeeeveeeeeeeee eee ee 


Model 75 oy Model 805 

A Large 8-column capac- 
A true R. C. Allen ° “ “ 
“leader”. Direct sub- ve Me ae aan, 
traction in red, visible jy 4 pa eginaio oo some 
dials, automatic clear é j I direct sut . : 
signal and wide 42” . ; : 


carriage make it a top- rs balbyane stg ond 
notch seller. Only medi 


$157.00 business. Only $185.00 








Aside ea } Perfect for Pot 
The motor does the ” every . 
work. A super-fast 4 Large-fast-simple to 
7-column model ideal p : proaptaeons ge pontine 
for both desk and e 4 j \ 
store counter use.Com- ame : Packed with R. C. Allen 
plete array of ‘‘stand- i famous features. Adds 
out" features. Light- i to 10,000,000.00. 
weight — portable. Pa : Only $285.00 
Only $235.00 


eeeeweevoeveevoeevoeeeeeeeeeeeeeaeeeeteeeeeeeeeeeeeseeseeeeeeeeaeeene es 


Model 1015 
Ideal for banks and ‘ Motel 1315 
accounting depart- The ultimate in adding 
ments. 10-column ca- — machine performance. 
pacity. Wide 5%” . # For statistical or gov- 
carriage accommodates fi j ernment work. Giant 
variety of forms. Visi- it 12%" carriage for 
ble dials, automatic ae nd multi-column forms. 
clear signal, direct sub- Withstands ay 
traction. 10. treatment. nly 
wiscap ts ctees $510.00 


R.C.Allen Business Machines. Inc. 


679 Front Avenue, N. W. Grand Rapids, Mich. 
ADDING MACHINES + CALCULATORS - BOOKKEEPING MACHINES - CASH REGISTERS - TYPEWRITERS 
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R.C.Allen rvpewriter... 


better Z/ mays 


MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
- +. instant margin set ... new touch . . . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation... . pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 
pays to sell the best. 

Write today for complete information. 


R.C.Allen Business Machines, Inc. 


679 Front Avenve, N. W., Grand Rapids, Mich. 
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defense assignment has been the man- 
ufacture of aircraft and fire control in- 
struments, and this new faciltty will 
become a part of the company’s activi- 
ties in this area. The new company’s 
experience in electronic control devices 
will enable Burroughs to accelerate its 
long range plans for the development 
and production of new equipment for 
the business systems of the future.’’ 


For Smith-Corona 


J. B. MeCormick, vice president, L C. 
Smith & Corona Typewriters Ine., an- 
nounced appointment as home office field 
representatives of Roger Sherman, Jr. 
and Richard F. DeManche. Mr. Sherman 
has had five years of selling experience 
in the office machine and equipment 
field and was salesman in charge of the 
Smith-Corona district office in Manchest- 
er, N. H. He wiil make his headquarters 
in Boston and will assist portable type- 
writer and adding machine dealers in the 


Boston and Portland, Me. areas, Mr. De- 
Manche joined Smith-Corona as an ap- 
prentice mechanic in 1942 and was a 


‘retail salesman at the Hartford branch. 


He will make his headquarters in Hart- 
ford and assist portable typewriter ond 
adding machine dealers in the Hartford, 
Providence and Worcester areas. 


TV Tube for Computers 


The cathode ray tube storage system 
developed by Prof. F. C. Williams, Eng- 
lish radar expert, is being introduced 
by International Business Machines Corp. 
into its new electronic calculators. IBM 
will use the Williams system under a 
licensing agreement with the National 
Research Development Corp., London. 

W. E. P. Johnson, a director of 
NRDC, announced at the inauguration 
of Manchester University’s Digital Com- 
puter in Manchester, England, The agree- 
ment gives IBM full use throughout the 
world of NRDC patents in the computing 


Leon Weinraub of Leon Typewriter & Adding Machine Co., Washington, D. C., spent many 
years collecting early typewriters which he used in a series of window displays to promote 
summer business. The descriptive captions on each machine were taken from the History of 


the Typewriter compiled by the publisher of THE OFFICE in 1923. 
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CARBON 
PAPERS 


ER ET TENNER MLE ET TR 


TYPEWRITER e@ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. e@ ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 


“WRATH TEES 


eelelome Vitel. Mec) iii43 Sie diticme tiga 
A patented Codo feature included in each Box of “Super 


Treated Super-Kote Keen-Rite” not for sale 


Codo-MrG. corP. ait a 


Foctory: Cornopelis, Pa \Y 


64 W. Monroe St 401 Wood St 


cago 6, Pittsburgh 22, Pa 


270 Lafayette St 
New York 12, N ¥ 


field, including many involved in the 
new Manchester machine. In the cathode 
ray storage system, information required 
in a ealculation is stored in the form 
of dots and dashes on the face of the 
tube in a manner similar to the pro- 
jection of a picture on a television tube. 
The information is read back from the 
tube to the electronic computer in a few 
millionths of a second by passing the 
eathode ray beam over the same area. 
As many as 2,048 items of information 
have been stored on a cathode ray tube 
with a 24 sq. in. screen. 


Paris Office Equipment Fair 


The second annual International Fair 
of Office Equipment will be held Oct. 
6-17 at the Porte de Versailles, Paris. As 
a result of the success of last year’s 
fair the exhibit area will be doubled to 
over 100,000 sq ft. Although the fair 
is under French auspices and will in- 
clude a complete range of French office 
equipment, machines and systems exhi- 
bits, many leading American, British, 
German, Italian, Swedish and Swiss man- 
ufacturers will also demonstrate their 
newest models, thus assuring a genuinely 
international fair. For infermation write: 
§.1.C.0.B., 6 Place de Valois, Paris Ier, 
France. 


Mayor Martin Kennelly of Chicago (center) 

receives keys to the world's largest safe de- 

posit box lock from Edwin H. Mosler Jr. 

(left) and John Mosler, vice presidents of 

Mosler Safe Co. and great grandsons of the 

founder of the 103-year-old firm, at the open- 
ing of their new Chicago showroom. 
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Managing director 
Dohle of Adrema 
Maschinenbau, with 
@ group of Adrema 
foreign representa- 
tives in front of 
their factory in 
West Berlin, Ger- 
many. 


Adrema at Hannover Fair models of addressing and duplicating 
Adrema Maschinenbau, West Berlin, e¢quipment at the Hannover Fair last 
held a meeting for their foreign repre- May. Adrema representatives attended 


sentatives in conjunction with the in- from countries all over Europe, South 
troduction of their new machines and America and Asia. Managing director 


MAKE BETTER IMPRESSIONS 
in Your Letters and Typewritten Work 


From the typist to the Receiver of your typed matter, a good impression means 
uniformity in appearance, neat and even type impressions—minus the jagged 
edges that often show up from worn type. 


Ames 


FUTURISTIC 5-Star Platens 


* Hide imperfections of type faces. * 
Produce impressions of entire letters. 





BETTER BETT! 
ALIGNMENT Give uniform pages of typewritten matter. MANIFOLDING 


* * * 


BETTER BETTER 
BETTER 

were PAPER GRIP “a 

Manufactured and Distributed to Office Machine Dealers by the 


AMES SUPPLY COMPANY 


ATLANTA 3 DALLAS 1 NEW YORK CITY 7 
156 Alexander, N.W. i. Commerce St. 37 Murray St. 
CHICAGO 6 LOS ANGELES 21 SAN FRANCISCO 5 
564 W. Randolph St. 777-779 E. Pico Blvd. 583 Market St. 


Export Distributor 


AMES INTERNATIONAL, INC. 
564 W. Randolph St., Chicago 6, Ili. Cable Address: AMESINTER, Chicago 
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A GENTLE SQUEEZE . 


AND iT 


FLOWS 


WITH EASE 





DUPLICATING 
.», it's another 


new product by 


Canoe 


THE winesT 
RESULTS § 8 §=6ARE 
OBTAINABLE 
WITH ORI-RITE 
BLACK INK. 

1. No slip sheet- 
ing on any 
mimeo bond. 

2. Ne slip sheet- 
ing on some rag 
stock, 

3, Extra bieck 
copy. 

4, Laboratory 
controlled, 

6. Does not de- 
stroy any sten- 
ells. 

6. No clogging 
in the pad. 

7, For open or 
closed drums. 

8, Will not hard- 
en in the cylin- 
der. 

9, Climate proof. 
10, Canode Dri- 
Rite Duplicating 
Ink queranteed 
as above. 
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NEW INK IN A 
STRIKING NEW 


Pachage ! 








The advantages of this 8 
ot, Saqueeze-tt plastic 
bottle are many. 


Almest every drop of ink 
flash. 


is 
other type containers, 


Shipping weight is fess, 

and of course the Squeeze- 
it bottle can not be 
broken or dented. 


The Squeeze-it bottle is 
translucent § maki a 
beautiful disp of col- 
ored inks and also blacks, 


The Squeeze-it bottle is 
available with 4 Canode 
produets Rapid Dry Red, 
lue and Green, and the 
new Dri-Rite Black, 


Conode 


PRODUCTS BY 


INK SPECIALTIES 
CO. INC. 


523 N. Halsted St., 
Chicago 22, Hil, 











Doble described the reconsirection of 
the company iw postwar Germany and 
the development of the mew machines 
om exhibit at the fair Many of the 
representatives also wisited the factory 
im West Berlin. 


A. B. Dick N. Y. Manager 

A. B. Diek Co. announced the appoint- 
ment of lL. M. Aikens as district sales 
manager covering the New York metro- 
politamn area. Mr. Aikens has been with 
A. B. Diek since 1941 except for a mili- 
tary leave during World War II. He was 
first employed as a salesman in the com- 
pany’s former Milwaukee branch and 
served also as a salesman in the former 
Cleveland branch urtil his appointment 
as district sales manager in Ohio and 
Western Pennsylvania. 


Gray N. Y. Sales Manager 


Walter E. Ditmars, president, Gray 
Mfg. Co., announced the appointment of 
Ralph A. Nerrie as general sales man- 
ager of the Audograph Co. of New York, 
distributor for Gray in that area. Mr. 


| Nerrie will supervise sales of the Gray 
Audograph in New York State, eastern 
| Pennsylvania and New Jersey. His back- 


ground includes 18 years’ experience in 
the dictation equipment and communica- 


A. J. Gunderson (left), Louisville, congratu- 

lates R. B. Moodie, New Orleans, first presi- 

dent of the international sales club of Friden 

Calculating Machine Co., at their annual 
Fiesta de los Conquistadores. 
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PARTS 


| PARTS | 
| 
L TYPE | 
| TOOLS | 


tn 


‘HUTA x e a 
Withelin Dreusicke 
LEAKY. 
BERLIN SW68 US-SEKTOR 
FRIEDRICHSTRASSE 210 


KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Appearance— 

urability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO- STANDS 
are designed to 
te better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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a que purulcare 
ope gore! 
\A 
FORCE 


improved 


MODEL 


150 
AUTOMATIC 
NUMBERING 

MACHINE 


Send for 
catelog “E” 


WMV. A. FOREE D} 
& COMPANY, INCORPORATED 4D 
64 WHITE STREET, NEW.” YORK 3N-Y Vv 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 

and 80 stock depots carry a re- 

volving stock of 10,000 machines. 
a ‘ - — 


= = oom 


— 


REGALRITE BRAND 


THREE QUARTERS OF A CENTURY’S SERVIC 


RIBBONS «ps CARBONS» 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 








SHAPES & STYLES 


Save Work, Time, Tempers, Material 


The long and short of erasing efficiency lies in the all- 
around savings and clean work of quality-made Weldon 
Roberts Erasers. They come in exactly right shapes, 
styles, sizes and textures to do given erasing jobs best. 
They remove the risk of messy erasing with its fre- 
quent re-doing of an entire piece of work. 


Ask your office supplies dealer to recommend the 
Weldon Roberts Erasers best suited to your require- 
ments. 


WELDON ROBERTS RUBBER Co., Newark 7, N. J. 


America's Foremost Eraser Specialists 


121 ELLIPTIC. Soft, gray 
eraser in handy elliptical 
shape for pencil and ink 
erasures on all types of 
work: typing, accounting, 
drafting, handwriting. 








Safeguard’s Lowston D-R-T 


Keeps Typewriter type 
clean and as shiny as silver 
—— Liquids — No Soiled 

rs—Economical — Long 
He ing 


RITCHIE CUSHION 


For All Business 
Machines 
Prevents sliding, noise, vi- 
bration resulting in reduced 
office je oe we and increased 
ncy. 


in Canada, for info. write 
Und Limited, 


"Toa i 





veges or MODEL H CHECKWRITER YOUR ASSURANCE 
COMPLETE BANK ACCOUNT PROTECTION 


SAFEGUARD. CORP. 


gee ee ee 
— vard International 
3312 sate er Ave., ree Pa. 
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tions fields. He has been associated with 
the Audograph Company of New York 
since 1950 as assistant general sales man- 
ager. His successor in this post is Lawr- 
ence E. Shea who has been with Audo- 
graph for over two years as manager of 
the firm’s Newark office and as a regional 
manager. 


Rocky Jones Sells School 


C. LeRoy (Rocky) Jones announced 
that he has disposed of his interest in 
Office Appliance Mechanical Institute, 
Springfield, Mo., to Orvilis 8. Traylor, 
proprietor of Ozark Typewriter Co., who 
has been a partner with Rocky in OAMI 
since 1946. 


Vocational Sales Dept. 


Creation of a new vocational sales de- 
partment, known as ‘‘Methods Depart- 
ment, Retail and Wholesale Industries’’ 
was announced by T. J. Norton, vice- 
president and assistant director, general 
sales & service, Remington Rand Inc, The 
new department represents an expansion 
of the vocational sales coverage on retail 
stores, chain stores, mail order companies 
and cooperatives, which has been under 
the supervision of Harold 8. Scarth. His 
responsibilities have been expanded to 
include supervision of sales activities to 
independent wholesalers of food, drugs, 
hardware, plumbing supplies, automo- 
tive parts, electrical products, publica- 
tions and similar lines, 


Sales Representatives 


Cel-U-Dex Corp. has added the follow- 
ing representatives to its sales force: 
Ernie Lowthrop in the southern Atlantic 
states from Washington, D. C., to Flor- 
ida; Bill Jaffee for the central Atlantic 
states of Md., Dela., eastern Pa. and 
N. J.; C. E. Adams for Mich., Ind., Ky. 


Britain’s Biggest Show 


The 1951 Annual Business Efficiency 
Exhibition in London was the biggest 
ever held there, covering over 170,000 
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“K-LINE" Self-Locking Posts 
POLISHED ALUMINUM 
the most efficient 
and economical 
binding posts ob- 
tainable for use in 
all types of STOR- 
AGE BINDERS. Vari- 
ous lengths, also ex- 
tensions and special 
posts with removable 
heads, are available. 


Prices with full details on request. 


W. R. KLINE CO. 
440—73rd Street Brooklyn 9, N. Y. 


AR ® Bieeerer Ol Taal 


International Cash Register Parts Co. 





ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 
Sole Agents 


GENUINE 
*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 


“Ros. U.8. Pat. Of. 
PROBLEMS 


3 SHON SOLVED —— 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—anoisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 























DEALERS 


Now is the time 
to restock with 


STORMS 
PRODUCTS 
CARBON PAPER 


INKED RIBBONS 
CARBONIZED ROLLS 


HERE IS 
YOUR 

CHECK 
LIST... 


HIGHEST 
QUALITY 
Prompt 


Efficient 
Service 


CARBON PAPER 


Typewriter 
Pencil 
Billing 
Saddleback or Reverse 
Speed-o-form 
Hectograph 
Stencil 
Binder 
Jacket 
Specializing Book 

in One Time 
Special Strip 
For Ozalid process 


packaging 
under dealer's 


private imprint INKED RIBBONS for 


Typewriters 
Adding machines 
Billing machines 
Bookkeeping machines 
Addressograph 
Dupligraph 
Speedaumat 
Multigraph 
Multilith 

Daters 

Time clocks 

Flat bed presses 
Special purposes 


“The Complete 
Line" 


Stands the test 
of time. 


CARBONIZED ROLLS for 


Adding machines 
Bookkeeping 

Elliott Fisher Billing 
Autographic register 
Tailor marking 

Neon (asbestos) marking 
Teletype 

Elliott Addressing 


TRACE Mane 


Manufacturer to the Dealer Trade Exclusively | 


H. M. STORMS COMPANY. 


Storms Building, Brooklyn 16, N. Y. 
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sq. ft. Organized by the Office Appli- 
ance Trades Assn. of Great Britain & 
Ireland, it represented the efforts of an 
industry the output of which has grown 
from $5,600,000 pre-war to approximately 
$98,000,000 in 1950, 


30th Year for Sheppard 


Sheppard Envelope Co., Worcester, 
Mass., celebrated its 30th anniversary 
May 29 with a banquet, entertainment 
and dance for employees and guests. 
Judge Carl E. Wahlstrom was toast- 
master and C, Norman Shaffer, president, 
Envelope Manufacturers Assn. of Amer- 
ica, and Andrew B. Holmstrom, Mayor 
of Worcester, praised the company’s 
progress. N. Myra Glazier is president 
of Sheppard and one of its founders. 


Smead Window Contest 


The second annual window display 
contest of Smead Mfg. Co., which closes 
June 1, 1952, offers dealers $1500 in 


Gilbert H. Bosse (right), Imperial Desk Co., 
explains features of their conference desk to 
John Reinecke, executive secretary, Wood 
Office Furniture Institute; R. H. Travers of 
National Office Management Assn.; N. A. 
Gerth of Imperial; William Gunning of 
NOMA; William Flynn of Imperial; and Don 
Ervin, designer of the WOFI display at the 
NOMA Conference in New York. 
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NOT A "51 MODEL... 


- . « but a ten year old Burroughs 
78 Modernized with VON'S SNUG- 
FIT SIDE PANELS! Will fit all nar- 
row base Model 72's and 78's. 


Never has so little done so much 
to help sell this great line of ma- 
chines! Write for folder. 


VON SOOSTEN & CO. 


804 PINE ST., ST. LOUIS 1, MO. 
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NEW, LARGER, JOGGER! 


New Model A-7 Jogger has a ONLY 
deck size of 15 x |2 in. and power $9095 

to jog more than a ream of paper 39 

at a time. Extremely flexible and 

durable. Pays for itself quickly in mail, duplicat- 
ing and file rooms; in printeries and binderies, 
etc, Automatic switch is adjustable for from few 
sheets to a full ream. 

MODEL A-5—!2 ream capacity—Deck 12 x 10— 


$18.95, 
MODEL A-10—Rheostat-controlled action, foot switch. 
Deck Size 20 x 15—$69.95. 


Cla 
f Gite.” 
= MAGIC CIRCLE MANUFACTURING CORP. 


. 
‘eq c* 6136 E. Admiral Place 
Tulsa 8, Oklahoma 
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on rolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.45 to $1.75 


Ask Your Visible Systems rupeter 
or write to PALLEY MFG. CO. 
260 Main St., Worcester, Mass. 











You Want.. 


the Best Values in | 
Rough and Rebuilt @ 
Office Machines? 


Buy from INTERNATIONAL 
BOOKKEEPING MACHINES... 


-.. all kes and dels are available at 
International. Every machine we ship’ is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . . . 

ADDING * BOOKKEEPING 

CALCULATING MACHINES 
COMPTOMETERS © TYPEWRITERS 

ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Write, Phone or Wire 


w cowo INTERNATIONAL 
OFFICE APPLIANCES, INC. 


OR¢E 1-6400 « 1b ADDBOOKA 








ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE . 
BUY and SELL Pilates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dépt. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE... 

BUY and SELL Fibre sten- 

cils, long & short trays, 

cabinets, liquid & paste ink. 

Also Smith Stencil type- 

writers. 

WRITE FORINFORMATION, PRICES & CIRCULAR 

Dept. 11-0, 40 W. 15th St., N. Y. 11, N.Y. 


MAILERS‘ EQUIPMENT CO. 








The PARALINER Is a new device for rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance y 4 by step, with a — pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. 





STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 50 stencils 

Capacity 100 stencils 
TECHNYGRAPH CO., Techny, Il. 
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CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 
Biiromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
oe help to each businessman, dealing 
with Germany. i 


Please check also the following editions! 

Jiirgen Helfer: Konstruktionselemente der 

Schreibmaschine, 48 pages, 24 illustrations, 
cents. 


Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biirotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Dollar. 
Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
Biiromarkt"' which appears twice a month 
for an annual subscription rate of 5. US. 
Dollar, and which informs you about all 
novelties coming on the European market. 
Pest your order te: 
VERLAG PETER BASTEN 
AACHEN, GERMANY 
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prizes. Cities will be grouped according 
to population with top prize of $250 
and 44 other prizes. Contest rules from 
Smead Mfg. Co., Hastings, Minn. 


Permoflux Sales Manager 


Appointment of Bruce Benner as sales 
manager, Office Machines Division, Per- 
moflux Corp., Chicago, was announced by 
Russell §. Fenton, vice president. Mr. 
Benner has had broad experience as a 
sales executive and previously was af- 
filiated with several companies in the of- 
fice machine field, including dictating and 
transcribing equipment. He will devote 
full time to appointing dealers and pro- 
moting the Permoflux Scribe tape re- 
cording machine designed for dictation, 
recording and transcribing. 


Office Furniture Week 


National Office Furniture Assn. has an- 
nounced plans for the celebration of Na- 
tional Office Furniture Week, Sept. 16- 
22, designated by NOFA national presi- 
dent, Harry Hofherr, when it was clear 


to him that an annual event to bring 
the public’s attention to the products 
and services of the $50,000,000 office fur- 
niture industry was needed. The event 
will be marked by special merchandising 
and public events by NOFA members. 
Committee chairman is Bernard H. Nem- 
lich. 


Thomas Glen Forbes 


Thomas Glen Forber, 71, who retired 
two years ago as president of Mittag & 
Volger, Inc., died June 23. He had been 
with M&V since 1897, and was president 
for ten yeurs. 


George E. Williamson 


George E. Williamson, 72, president ~ 
and chairman of the board of Strathmore © 
Paper Co., died July 3 while on a busi- = 
ness trip. With Strathmore since 1911, 
he was also president of Premoid Prod- 
ucts Ine. and a director of Rising Paper 
Co., Old Colony Envelope Co., Springfield 
(Mass.) National Bank and Boston” 
Manufacturers Mutual Fire Insurance Co. 


ali MONROE Machines 
MONROE Rays ay 


CALCULATING and ADDING 
MACHINES 


Write to C.E.C. for information 


about models available and prices 





CALCULATOR EQUIPMENT CORP. 
Orange, New Jersey, U.S. A. 
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WON'T TIP OVER 


raged NEW MARCHANT Figuremaster 
N A TUSCO STAND 


TUBULAR SPECIALTY MFG. CO. 


Detroit 8, Mich 





1940 Stanley Ave 


ESTABLISHED 1921 


ACCOUNTING, 
BILLING, 
ye EY = BOOKKEEPING 
= & ANALYSIS 
MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
anteed. Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N.Y 





Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 


INC. 


409 Pearl Street, 
New York 7, N. Y. 











SAVE TIME looking for articles published in 
past issues of THE OFFICE by keeping all 
your issues in these attractive binders from 
which copies can be easily inserted or re- 
moved. Each binder holds 6 issues — two 
binders for a full year’s copies are $3 post- 
paid in U. S. Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 
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Investment Stocks 


T is often said that top manage- 
ment does not fully appreciate 
the importance of the office but 
did you ever realize how apathe- 

tic is the general public to offices? 
This is illustrated in a recent sur- 
vey* of the investment stocks of of- 
fice equipment manufacturers. Of 


ten leading office equipment stocks 
listed on national exchanges, four 
did not trade’on the day taken as an 


exdmple in this report. This pro- 
portion out of trading was so high 
as to warrant comment. The reasons 
suggested were that many office 
equipment manufacturers do not 
publicly release full quarterly sta- 
tistics of their sales, costs and 
profits, as do other industries. Some 
office equipment firms maintain a 
capitalization which fails to attract 
the ordinary investor to whom 
stocks selling above $200 a share are, 
correctly or not, considered out of 
reach. But since many firms offer 
stocks listed under $100, the report 
believes that the public fails to ap- 


*The Value Line Investment Survey (New York: 
— Bernhard & Co.), June, 1951, Part I, p. 
371. 
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preciate the importanee of paper- 
work to the conduct of every busi- 
ness. It continues: 


This viewpoint is wholly untenable. 
It is perfectly true that with the growth 
of large government and the large corp- 
oration, the volume of paperwork con- 
ducted in the nation tends to grow year 
by year. The proportion of office em- 
ployees working ‘‘at the machine’’ is 
growing correspondingly. The question 
then is whether this growth constitutes 
economic waste or is as directly produc- 
tive as the building of houses or the as- 
sembling of automobiles. 

The answer should be plain enough. 
The office equipment industry produces 
tools which enable man to keep firm con- 
trol over his industrial and business 
efforts—far firmer control than was pos- 
sible before these machines were de- 
veloped. The increase in number of 
office employees, and the consequent in- 
crease in demand for satisfactory tools 
with which to perform their tasks, re: 
flect the rising rate at which business 
decision is reached in the United States. 
As a matter of fact, the rising pace 
of business decision is itself a conse- 
quence, in part at least, of the develop- 
ment of machines which enable business- 
men to calculate probabilities with close 
precision, to maintain records enabling 
more perfect business continuity, and to 
accelerate business correspondence. 

The office equipment industry, part of 
the modern process of mechanizing our 
industrial civilization, develops mechan- 
ical aids to more precise formulation and 
execution of business policy. 


With all indications that large of- 
fice equipment manufacturers will 
get ample war contracts should they 
have to forego their regular prod- 
ucts, the report concludes that the 
public overlooks good dividend pros- 
pects by not investing in the office 
equipment stocks it recommends. 
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MAKE 1 20 BRIGHT COPIES A MINUTE OF ANYTHING TYPED, WRITTEN 
OR DRAWN...NO STENCILS, NO MATS, NO INKING, NO MAKEREADY 


NEW 


DITTO D-I0 


DIRECT PROCESS... 
“LIQUID” DUPLICATOR 


LA 
eS ——— 
ern 


The new Ditto D-10 provides the 
quickest, most economical and the 
most satisfactory way to make copies. 
It’s ready for immediate use—no 
stencil to cut, no type to set, no 
inking, no makeready. 

It copies directly from the original 
writing, typing or drawing; one, two, 
three or four colors in one operation; 


120 or more copies per minute; on 
varying weights of paper or card 
stock; 3” x 5” up to 9” x 14” in size. 
PRINTS IN ONE TO FOUR COLORS AT ONCE 


The sleek lines of the D-10 proclaim 
worthiness within. It has smooth, 
balanced action. It has wear- and 
corrosion-resisting stainless steel 
parts. With “Magic” Copy Control it 
prints each copy brightly. Sure and 
simple, it makes an expert of any user. 
Write for fascinating folder providing 
more details . . . free and without 
obligation. 


HUNDREDS ES 
SALES LETTERS + BULLETINS + MAPS + PRICE SHEETS 
QUOTATIONS, BIDS POSTCARDS ESTIMATES 
BLANK FORMS SKETCHES STATEMENTS 
STOCK LISTS + SPECIFICATIONS GRAPHS 
CONTRACTS + MUSIC SCORES + HOUSE ORGANS 
NOTICES RADIO SCRIPTS DRAWINGS 
EXAMINATION QUESTIONS NEWS RELEASES 
LESSON SHEETS + REPORTS 


In Canada: Ditto of Canada Limited, Toronto, Ontario 


DITTO, Inc., 679 S. Oakley Bivd., Chicago 12, Illinois 


PRINTED IN U.S.A. 
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You can’t blame gisls for complaining when 
hands and clothes get stained from hecto- 


graph carbon . .. especially when they know 
it’s so needless now. 


Underwood Corporation has put an end to 
this nuisance of stains and smudges. 


The new Overcoted Master Sets are finger- 
proof and stainless. They eliminate stained 
hands and clothing, avoid need for special 
stain-removing soaps and cleaners. 


Change to Underwood Corporation 
Masters! That’s the easy way to overcome 


Secte Sous ak 
they're Overcoted an 


Change to UNDERWOOD CORPORATION 
Carbons ... 


Finget-proof 


employee reluctance to use hectograph 
carbon, 


ia addition: Underwood Corporation Hecto 
Master Sets and Hectograph Carbon Papers 
give sharper masters, more and better re- 
productions, 
There are no typewriter feed roll 
smudges .. . you have uniform intensity of 
type characters, 

“Summerized,” too! Even on the hottest, 
most humid days, are sharp, 
crisp—and, of i: free from stains! 


Prove It FREE: just ask on your letterbead for free samples. 


Please specify purple, black, or esa 





